


DECEMBER 1951 


i mOjites 


Magazine of 
MANAGEMENT ¢ EQUIPMENT «© METHODS 


In this issue: The F 

















like your copies? 


in ct. ‘ 
A*ROSS” HAS NOTHING TO 2k “BOSS” HAS NOTHING 10 00 «|*o 
ea excep 
J 8 


/ 


| emcee 


OO hee ch sat 


eee with color added? + «ein printer's type faces? 


Now you can produce the kind of copies you like— 
produce them easily and economically in your own 
office on many different paper and card stocks, 

But, this versatility is only one of the essentials of 
balanced duplicating. Others include sharp legibility, 
speed, ease of operation and low over-all cost, with no 
sacrifice of one essential for another. The result is 
balaneed duplicating made possible through MODERN 
mimeographing with A. B. Dick products—for use with 
all makes of suitable stencil duplicating products. 

See for yourself. ..send the coupon below for a free 
portfolio of samples. 


A. B. DICK COMPANY, Dept. 0-125! 
5700 W. Touhy Avenue, Chicago 31, Iiinois 


Without obligation, please send me free portfolio of samples and full 
facts about the balanced duplicating of MODERN mimeographing. 
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Are the hands of the clock 
dipping into your profits ? 


IME is the critical factor in fast-paced 
business, today. And the success of 


many companies may well depend upon their 
judicious use of every working minute. 


That’s why Shaw-Walker has “time- 
engineered” its filing and finding systems 
to cut costly clerical time—and even costlier 
executive “waiting time”—to the minimum, 


Out of fifty years’ experience in serving 
the “time economy” of American business, 
Shaw-Walker has developed foolproof filing 
systems and a wide range of time-saving 
steel filing cabinets. Whether your organiza- 


Finding is fast because records 
are automatically classified as to 
importance . . . top-ranking cus- 
tomers, active, infrequent. 


Mistake-proof guide headings 
eliminate figuring and guessing. 


wo ela 


“Bulk Likes © 
Skyscraper 





GHAW-WALKER 


tion requires one file or a thousand, there 
are “time-engineered” systems and equip- 
ment ready-made for you. 


And there are Shaw-Walker desks, chairs, 
fireproof cabinets, indexes and other sup- 
plies, 4,000 items, each “time-engineered” 
for the needs of every job and worker. 


If you are ready to set up and equip a 
new business, or merely wish to modernize, 
worn, out-dated offices, be sure to use 
Shaw-Walker equipment throughout. It will 
help you make the most of every minute, 
every working day! 


“Time-engineered”” even in its 
streamlined physical make-up. 


Follow-up of letters simple and 
automatic. 


Positive control over all papers 
out-of -file. 


Packed with ideas for stretching office time! Organize now for greater sales 
effort and lower operating cost! A wealth of ideas on “‘time-engineered”’ 
office systems and equipment. 36 pages! Many color illustrations! Just 
off the press! Write today on business letterhead to: Shaw- Walker, 
Muskegon 19, Michigan. 


Executive Offices at Muskegon, Michigan 
Branches and Dealers in All Principal Cities 


Largest Exclusive Makers of Office Furniture 
and Filing Equipment in the World 
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File-Desk-Clerk Combination 
Improves Work and Morale 


date as his office equipment. So 
thinks E. H. Gerlitz, office manager, 
Missouri Insurance Co., St. Louis. In 
these days when employee morale is 
such an important factor in personnel 
administration, a modern, cheerful, un- 
cluttered office is a decided asset. Girls 
especially are happier and do a better 
job when surroundings are pleasing. 
The functional aspect is equally im- 
portant. When records are easy to get 
at it is axiomatic that they will be kept 
more accurately. Take the drudgery 
out of filing and carelessness will cease. 
Recently the Missouri Insurance Co. 
replaced its old, unsightly pigeon-hole 
shelving with 3-drawer file cabinets. 
The girls in the filing section, accus- 


Ae office manager is only as up-to- 


tomed to the reaching, bending, standing 
and walking efforts necessary under the 
old system, were enthusiastic. No 
longer would the short girls have to 
stand on tiptoe, nor the tall ones stoop. 
With the new setup, each girl sits at a 
desk which is actually a posting board 
fastened between two 3-drawer files; 
each is responsible only for those ac- 
counts kept in her cabinets. Responsi- 
bility thus defined proves a decided in- 
centive to keep records in apple-pie 
order. 

The posting board which connects the 
files serves as a writing and working 
surface. Without moving from her 
chair, the clerk has the accounts to be 
worked within easy reach. Eight of 
these units, each presided over by one 


Close-up of one of 

the 3-drawer Rem- 

ington Rand Aristo- 

crat file units at 

Missouri Insurance 
Co. 
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Eight of the combination 3-drawer filing and posting units in the office of Missouri Insurance 
Co., St. Louis. 


clerk, house the debit accounts for the 
entire sales force of the company. Each 
unit takes no more space than an or- 
dinary office desk. Dust collecting 
shelves no longer cut off a large section 
of the office. The clear sweep is at- 
tractive, cheerful. The office seems to 
have grown larger. Everyone gets the 
benefit of better light, both during the 
day and when artificial illumination is 
necessary. There are no dark, gloomy 
corners. Ventilation, always a prob- 
lem with a group, is more easily ad- 
justed to varied needs. 

The change to the new equipment, 
according to Mr. Gerlitz, was simple. 
His own maintenance man removed the 
old shelving and the new units were 
moved in. There were no installation 
costs. Virtually no changes had to be 
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made in the systematic filing methods 
already in force. No new procedures 
had to be learned. No breaking-in peri- 
od was needed. Nothing was “lost in 
the shuffle.” 

Any office manager knows he’s got to 
go to bat continually to get approval 
for those improvements which will 
smooth out office routine. His are the 
headaches; his the responsibility. It is 
all too evident to him that wasted effort 
and wasted space add up to wasted dol- 
lars. 

For some reason, top management 
often seems unaware of the importance 
of well-planned office routine. The good 
executive is, and should be, engrossed 
with formulating policies, with plans 
for present and future operations of the 
business, with problems of finance. The 
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E. H. Gerlitz, office manager, Missouri In- 
‘surance Co., talks with a clerk using the filing- 
: posting unit. 


tig picture” is his responsibility. To 
Switch an old cliche, he can’t see the 
trees for the woods. Running the office 
is a function management has delegated 
to the office manager. 

This is the way Missouri Insurance’s 
“top brass” looks at it: whenever you 
find an office which seems to “run it- 
Self,” you can be sure the office man- 
ager is top-notch. Whenever he becomes 
Gonvinced that certain new equipment 
Will save the company money, will im- 

rove working conditions, will save 
ime or will give better service, it’s his 
job to sell the boss. And even after 
the boss says, “O.K., go ahead,” the sell- 
ing job is not over. The new equip- 
ment must show results. This is the 
way an office manager enhances his 
value to the firm. 

Office manager E. H. Gerlitz knows 
that Missouri Insurance Co. management 
is aware of its new filing equipment. 
When an executive, showing a visitor 
through the company offices says, “And 
this is our filing section,” there is pride 
in his voice. 


Government Rules 
On Classified Filing 


HE Federal Government recently 
issued rules governing the storage 
of classified security information. In 
addition to special marking instructions 
for each type of material, it must be 
filed in the following manner. 
Classified security information not in 
actual use by, or under direct observa- 


- tion of, an authorized person located in 


the same room shall be stored as set 
forth below: 


“Top Secret” security information 
shall be stored in the most secure fa- 
cilities available. Normally it will be 
stored in a safe, a steel file cabinet, or 
other steel container having a three po- 
sition dial-type combination lock and 
being of such weight, size, construction, 
or installation as to minimize possibility 
of physical theft or damage by fire or 
tampering. In lieu of such a container, 
the material may be stored in a secure 
room or vault approved for such use by 
the head of the agency and kept securely 


BUY CHRISTMAS SEALS 
FIGHT TUBERCULOSIS 
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now she does 
25% more 
typing! 


YOUR typists, too, can turn ®u 
more work with LETTEREX— it sai 
time wasted in handling loose 
bons and second sheets. LETT 

is second sheets with carbons ‘at- 
tached. Available in white, yellow 
or green 10-lb. sulphite paper, $1 
x11 letter size. Use it for lettérs, 


I 


. . memo's, some forms. Get one to 
r eight clear copies. Girls SNAP ut 
é erex es disposable carbons, keep hdnds 


clean. Erasures?—spot-gum 
carbons are easily detached at 
In some offices, LETTEREX me 


d 


creased typing output 25%. Ti 
—you're bound to get worth 


fy it 
ile 
extra production! 3 


LETTEREX 


Trade Mark Reg. 


MANIFOLD CARBON PAPER SETS 


McGREGOR & WERNER, INC. 
1640 Connecticut Ave. 
Washington 9, D. C. 








IS YOUR PERSONNEL 
RUNNING AROUND IN 


CIRCLES? 


A good organization chart lets every- 
one know what is expected of him. If 
your chart needs bringing up to date, or 
if you have no such chart, CHART-PAK 


can help you. 


CHART-PAK has developed a new 
method of chart making that is simple 
and easy. No draftsman .is needed. We 
furnish you with the prefabricated mate- 
rials and the accessories for applying 
them. With these materials you or your 
secretary can then quickly make first- 
class organization charts. 


The rectangles, lines, and arrows are 
printed on self-adhering stock. These are 
mounted on a reusable board printed 

with non-photographic guide lines on a 
| special surface which permits easy re- 
vision or removal. For multiple use pho- 
tographs or other repreductions can be 
made with perfect clarity. The finished 
chart is comparable to that of an expert 
draftsman. 


CHART-PAK also provides complete 
materials for making statistical charts 
and office layouts. 


Send for descriptive brochures. 


CHART-PAK, INC. 


locked when not in use. If the forego- 
ing safeguards are not available, mate- 
rial so classified shall be kept under sur- 
veillance of an armed guard when not 
in use. 

“Secret” and “Confidential” security 
information shall be stored in a manner 
authorized for “Top Secret” security in- 
formation, or in metal file cabinets 
equipped with a steel lockbar and an 
approved three combination dial-type 
padlock from which the manufacturer’s 
identification numbers have been oblit- 
erated, or in comparably secure facili- 
ties approved by the head of the agency. 

“Restricted” security information 
may be stored in a manner authorized 
for higher categories of classified se- 
curity information, but ordinarily shall 
be stored in a container equipped with 
a reasonably secure locking device, or 
in any other storage facility of com- 
parable security approved by the head 
of the agency. 

Safe combinations shall be changed 
at least once a year; whenever a person 
knowing the combination is transferred 
from the office to which the safe is as- 
signed; when a safe is first brought in- 
to an office; when the combination has 
been subjected to compromise; and at 
such other times as is deemed necessary. 

Record material may be destroyed 
only in accordance with the Act of July 
7, 1943, e. 192, 57 Stat. 280, as amended, 
44 U. S. C. sees. 366-380. Nonrecord 
material may be destroyed as soon as it 
has served its purpose. Classified rec- 
ord material, when destruction is au- 
thorized, must be burned if it is “Top 
Secret,” “Secret” or “Confidential.” 
“Restricted” security information can 
be destroyed by burning, shredding or 
reducing to pulp. 


A MANUAL OF 
OFFICE REPRODUCTION 
& IMPRINTING METHODS 


25¢ A COPY 


This 64-page booklet a reprinted from ng abe 
1951 issue of THE OFFICE and includes 








duction and Imprinting Guide. OFFICE PUBLICATIONS 


104-L Lincoln Avenue CO., 270 Madison Ave., New York 16, 





Stamford, Conn. 
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You can definitely improve 

the effectiveness of your 
catalogs, presentations and 
reports with colorful, handsome 
GBC plastic binding. 
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General Binding 
Corporation 


World's largest producers of 
plastic bindings 

and plastic binding equipment 

Chicago 14, Illinois 
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nastic binding 


Right in your own office ... NEW GBC 
plastic binding equipment* binds all sizes 

of loose sheets into attention-compelling, 
easy-to-use booklets . . . in a matter of 
seconds. Adds color, prestige, utility! 

Every page turns smoothly . . . lies perfectly 
flat. Saves more than 50% over old-fashioned 
fastener-type covers. Anyone in your office 
can easily operate this portable equipment. 
Thousands of enthusiastic users! Send 
coupon below for complete details. 


Special trial offer! Try this low-cost 
equipment in your own office or plant. It is 
UNCONDITIONALLY GUARANTEED 
to be satisfactory in all ways. 


COMPLETE EQUIPMENT COSTS LESS THAN A TYPEWRITER 


PUNCHING MACHINE (left): Fast...easy to operate. Simply insert 
paper and press down handle. BINDING MACHINE (right): Opens 
plastic rings mechanically. Place sheets on open rings. Close and 
remove finished book. Both 12- and 16-inch table models... also 
power equipment. 


Mail Coupon for SAMPLES and FREE TRIAL OFFER 


General Binding Corporation, Dept. O-12 
810 W. Belmont Ave., Chicago 14, Ill. 


Please send me Bulletin 1100 describing your new 
low-cost portable GBC plastic binding equipment... 
also 2 handy memo books bound this modern way. 
Tell me how I can try this equipment without obligation. 








Address 
City Zone State. 
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Steps to Office Quality Control 


BENNET B. MURDOCK 


Senior Administrative Assistant, Ordinary Policy Dept., 
Prudential Insurance Co. of America, Newark, N. J. 


for a tailor-made quality control 
program, but the general plan fol- 
lows a definite pattern. Assuming that 
management and supervision have been 
. sold on the advantages of the program 
and that the section being analyzed 
has been surveyed and that the specific 
details have been worked out by the 
quality control staff the following steps 
are then customary: 
The clerks who are doing the actual 
analysis of the clerical work are chosen 
irectly from the section being studied. 
hese clerks are called “reviewers” and 
e rotated with other clerks in the sec- 
tion as the program continues. In this 
ay each clerk will eventually have the 
texperience of reviewing the work of the 
ther clerks and thus be exposed to 


foie: type of clerical operation calls 


training by all the other members of the 
section merely by observing how they 
have done the work. It also means that 
each member of a section participates 
in the program and this helps morale. 

Cases completed by the section are 
selected by sampling procedure and are 
analyzed by the reviewers. A case is 
merely the unit of work normally com- 
pleted by a member of the section. At 
the start of the average program, about 
10% of the work (chosen at random) 
is reviewed. Later on this percentage - 
is gradually decreased, depending upon 
the results. 

The reviewers prepare a brief for 
each case. The brief identifies the case 
and the clerk who prepared it. It also 
contains information pertinent to any 
error that may be made, as well as a 





a cui 
wl 5% inches 


It collates a set of pages 
ery 5 seconds under the usual work 


nditions . . . In a space 15!/." 
uare on any desk or table top. And 
is portable. 
Like the larger floor type Thomas Collators 
it provides a constant visible check on the 
accuracy of the work. 
The coupon below will bring you specifica- 
tions and full information on this new Table- 
Top Thomas Collator. 


THOMAS COLLATORS, 30 Church St., N. Y. 7 


Send me Specification Sheet ‘‘0’’ and literature 
on the new TABLE-TOP Thomas Collator. 


Company 


; specialists in 


Thomas Collator 


development 


paper gathering 
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Invoices > Bills of Lading 
W-2 Withholding Tax Forms 
Save money and shop-around time 
by making us your headquarters 
for stock forms, ready for prompt ~ 
delivery. 


| 
| Redifixt | Tailor Made i 


1-time Carbon Interleaved 
forms for any and all purposes 


Tailor-made to your individual re- 
quirements. | 





Continuous Tabulating Forms 


In stock; also tailored to your own 
needs. We keep our promise on 
deliveries. 


PURCHASERS, OFFICE MANAGERS: — 


In dealing with us you may be sure, at all times, 


~! considerate es and ped soe” y, 
‘e are intimately familiar with modern office . A dr 
systems and conditions, and have served Amer- J ONSCLIGG Z C a 
ican industry for many years. “epee Ss ; , 
MIUSINESS OSEOMS, Ax 
Many Lucrative Territories Still Open 

y 30 Vesey Street, Dept. 68 

ne New York 7, W. Y. 





Reduce 


Absenteeism 
this , 
WINTER 


Columbia 


GLYCO-MASTER 


VAPORIZING 
GLYCO =CIDE (90%, trietHyLene cLYcoL 


+ Employees being away from the office 
ue to colds is costly ... cut this cost by 
stalling a Columbia Glyco-Master dis- 
pensing Glyco-Cide. It has proven 90% 
ective against airborne viruses and 
rms such as colds, flu, pneumonia and 
rep. 


The Glyco-Master is modern and smart 
in design; and with its accurately cali- 
Brated controls it quietly and efficiently 
Yaporizes the Glyco-Cide to effectively con- 
tro! upper respiratory infections. 


Columbia Glyco- 
Masters are avail- 
™® able in a complete 
range of sizes — 
treating from ap- 
ag po 15, 
to 1,500,000 cu. ft. 
of air per hour. Air 
cond itioning 
models for instal- 
lation in present 
ventilating systems 
aré also available. 


Write for complete information today. 


COLUMBIA CHEMICAL CO. Inc. 


154 E. Erie Street Dept. O Chicago I, Ill. 


“Columbia—The Gem Of The Glycol 
Vaporizers" 








minimum of other necessary informa- 
tion. This brief may be in the form of 
a tally sheet or in the form of a card 
with appropriate headings. We fre- 
quently use IBM punch ecards for easy 
tabulation and analysis. 


Each ease in which an error is found 
is referred to the section head. This 
enables him to discuss the details with 
the clerk who made the error. When 
unusually good work is found, it is also 
referred to the section head so that he 
may commend the clerk. 


Each week the results are tabulated 
and analyzed by the quality control 
staff. A simple report showing the sec- 
tion’s quality for the week and a com- 
parison with the previous weeks’ qual- 
ity is distributed to all interested in- 
dividuals. 

A monthly analysis is prepared show- 
ing a comparison of the actual mone- 
tary cost of the program with the 
demonstrable gains. This assists in de- 
termining when to cut back a program. 
Periodic reports containing such sug- 
gestions, analyses, and comments as may 
seem pertinent are also prepared by the 
quality control staff and sent to manage- 
ment. 

The sections covered by a quality 
eontrol program are surprisingly di- 
versified as to types of work handled 
and ability of personnel employed. In 
every instance, the quality of the work 
has improved. In most cases, the per- 
centage of errors has decreased any- 
where from 50% to 90%. We do not, 
however, set our goal for accuracy in 
advance but determine it as the pro- 
gram progesses. This precludes the use 
of the well-known control charts used 
in industry. 

Measured against the cost of the pro- 
gram are many demonstrable gains ob- 
tained from improved accuracy in addi- 
tion to the many intangible gains. The 
demonstrable monetary gains have 
eventually more than compensated for 
the costs in every program we have 
started. In spite of the heavy initial 
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installation costs, we have usually come 
out of the red at the end of two or 
three months, although it took one pro- 
gram six months before it showed a net 
gain. At the end of 12 months, we have 
been showing a return of from $2 to $3 
for every $1 spent on a particular pro- 
gram. We are justifiably proud of this 
record. 

In all divisions which have a quality 
control program, there are intangible 
benefits which cannot be given a definite 
dollar value. The improvement of 





That’s just to remind him 
WESTON BOND costs no more! 


For more than 80 years the name 
WESTON has been the symbol of 
finest quality bond paper... yet 
you can easily afford WESTON 
BOND, a rag content paper, for all 
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morale, reduction of delays, decrease in 
exposure to monetary loss and the im- 
provement in relations with our policy- 
holders and regional offices are all bene- 
fits which will increase with the elimina- 
tion of errors. They cannot be included 
in a monetary comparison of costs and 
savings, but they should still be con- 
sidered in any general evaluation of the 
effect of quality improvement.—From a 
paper before the Office Management 
Conference of American Management 





your letterheads and forms. Your 
printer will gladly recommend and 
use it. Made by Byron Weston 
Company, Dalton, Mass. Write for 
sample book. Address Dept. OF. 
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TABULATING CARD 
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OFFICE EQUIPMENT INVENTORY: SUPPLIES 

















MOBILE RACK 


THE proper and efficient operation of your electric accounting 
installation calls for the comprehensive use of a number of items. 
MONARCH METAL PRODUCTS, Inc., manufactures a complete line — 
of office equipment — of all steel construction — for the filing, 
moving, sorting and storing of your tabulating cards. 

Fabrication and finish are of the finest; design is pleasing as well 
as practical ‘and utilitarian. 


Offered are tub files, both vertical and horizontal; sorting racks; 
sorting rack trucks; single and double sided portable racks; stationary 
storinig racks; transfer storage cabinets; key punch desk files; card tray 
trucks; trays; control panel cabinets and accessories; and other items. 
We will be happy to help you with any of your tabulating problems, 
whether they be of design or space. 





Exclusive representatives in many cities 
METAL PRODUCTS INC ;' 


sana oat ae 724 S. COLUMBUS AVE., MOUNT VERNON, N.Y. 














the book to help 
you select the right 
tabulating forms! 





This is an unusual book. Open it, and right in front of you are 
actual samples of Uarco’s complete line of stock forms: ruled 
and unruled forms, facsimile posting forms, government tax 
report forms, imprinted forms, 


. . . plus custom-designed forms with examples of Uarco im- 
proved fastening methods and assembly techniques. 


Each — is an actual tabulating form used by a well-known 
national firm—exactly as printed, punched and pre-assembled 
—with specifications and full description of use. 


Uarco offers this unique, thought-provoking book to aid you 
in selecting and designing forms that will help you get better 
tabulating efficiency. 


Mail the coupon for your copy of ‘““Uarco Control Punched 
. Forms For Tabulating,” now. 
There’s no obligation—simply 
our way to show you the fullness 
and the quality of: the Uarco line 

of tabulating forms. 


Factories: Chicago; Cleveland; 
Oakland; Deep River, Con- 
necticut; Watseka, Illinois— 
Sales Representatives in all prin- 
cipal cities. 


UARCO 


INCORPORATED 





Business Forms 


ae quem RD omms men re  e co e n em e mm 


UARCO Incorporated, Room 1624, 141 W Jackson Blvd., Chitago 4, Illinois 


Please send my copy of “UARCO CONTROL PUNCHED FORMS FOR 
TABULATING.” 
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If it’s in the negative, it’s in the plate! All- 
_ new, all-aluminum “3M” Brand PHOTO- 

OFFSET PLATES deliver exact reproduc- 
tions. Print beautiful middletones—better 





"ON OFFSET DUPLICATING 
/ MACHINES 


3M Brand 
PHOTO-OFFSET 
PLATES 


DELIVER FINEST QUALITY PRINTING 


halftones and solids—up to 300 line screens 
in record time, every time. Fully presensitized 
for immediate exposure. Your supplier has 
them. Check these three advantages; 


"HALFTONE DOTS are perfect, EXPOSURE-TIME is less criti- ON-THE-PRESS deletions and 
‘round, thanks to smooth cal. Thin sensitized coating additions can be quickly and 
‘grainless surfaces of these will not flow, even under ex- easily made with a hard rub- 
Sensitive new plates. treme exposure conditions. ber eraser and a stylus. 





@ ready-to-expose @ easy-to-use 
@ stretch-and-wrinkle-proof @ will 
not oxidize @ unaffected by weather 
change. 


AVAILABLE IN 10” x 15%” for 
No. 1250 Multilith press. 10” x 16” 
for Davidson press. 











Made in U.S.A. by Minnesota Mining & Mfg. Co., St. Paul 6, Minn.—also makers of “‘Spherekote” Brand Draw- 


sheets and Blankets, “Spherekote” Brand Tympan Covers and Frisket Papers. General Export: Minn. Mining & 
Mfg. Co., International Division, 270 Park Avenue, New York 17, N. Y. In Canada: Minn. Mining & Mfg. of 


Canada, Ltd., London, Canada. 
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Hear it again! 
It's quick and easy with AUDOGRAPH play-back dial 


Want to check that letter again? It’s easy with 
Gray AupocrapH’s play-back dial . . . it moves 
the record while you listen . . . won’t scratch 
or mar the record surface. 

Use the compact versatile AuDOCRAPH—boost 
office output up to 30%. Soundwrite confer- 
ences, reports, letters. Free yourself (and your 
secretary) for other important work. 


AUSOGRAPH 


AUDOGRAPH sales and service in 180 U.S. 
cities. See your Classified Telephone Direc- 
tory under “‘Dictating Machines.”” Canada: 
Northern Electric Company, Ltd. Abroad: 
Westrex Corporation (Western Electric 
Company export affiliate) in 35 countries. . 
TRADE MARK “AUDOGRAPH"™ REG. U. S. PAT. OFF. 
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It’s a’ pleasure to use. Just talk — AupocRAPH’s 
tone control keeps your voice bell-clear. The 
easy-to-file plastic recording discs can be used 
as many as 50 times. 

Your secretary will particularly like Aupo- 
GRAPH’s electromatic index which warns her 
of approaching corrections. Mail the coupon 
today. 


is easier—with AUDOGRAPH! 


The Gray Manufacturing Company 
Hartford 1, Conn. 


Send me Booklet 12-R ‘‘Manpower 
—Starts With YOU!” 


sTrect 





MARE RAEN RA A o> Pen at a et an reat, DRE Rowdy 


oe EINE RT 


May your Christmas he-beight and merry, 


your New Year happy and prosperous. 


MITTAG & VOLGER, INC. 


Park Ridge, New Jersey r 
f 
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Produc-Trol’s Today Liné, like the mountain Produc-Trol contréls ALL kinds of procedures: 

climber’s life liney“ties all your production Purchasing, Manufacturing Orders, Assembly, 

units together jnto.a single, coordinated team. Inventory, Maintenance, Sales. No manufac- 
/ NS 


ie : . turing set-up is too complicated for Produc- 
No more Aaggin »in one unit, over- Tro|.46 handle. 
productigh in an with perhaps a mate- write today f i 
" ; - / eee y for our eight-page brochure — 
rial shértage in between. The Today Line” “How to Improve Your Order Control.” We 
coordjhates Mndhufac- want you, to have it with our compliments. 
Wassell Organization, Inc. 
‘ad a > fy ; Westport 2, Conn. 
This Teday Life“cap’ be your/Life_Lifie/too! | Without obligation I would like brochure 
It saves you“time, “Ir ifistantly-spotlights lag- | “How to Improve Your Order Control.” 
ging or jeading’ operations. It helps keep | yame 
away every paft of your, production climbing | POSITION 
together . . as it does for over 10,000 ocher | Please attach to, or write on, your business letterhead 


U. S planta. \ -*\ Use tests este sani ces canis nie Cee: aiblais datanatiln dik nbeaaoabiabala thee cies 


FOUR WASSELL EXCLUSIVES 














PRODUC-TROL INSTALVELOPE ROTOR-FILE SIGNALOK 
fo) a dd slekiielain Grelatice)| for Improved for Time Saving, ‘fol an wetaiivie 
in Business Time Payments Ny exerae Yon atare Mal flare] stare de Analysis 
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than 
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TRADE MARK 


Waste Baskets 


reduce waste receptacle costs! 


New Vul-Cots give lifetime service—colors don't 
chip off, rims don't break. Made of hard vulcanized 
fibre they are light weight, noiseless, durable and 
attractive. Our exclusive bonded seam construction 
gives added strength—improves appearance. 
Easy to handle—easy to clean. They don't crack, 
splinter, dent, rust or corrode ... are guaranteed 
for 5 years. Vul-Cots cut your maintenance and 
replacement costs. Write today for catalog price 
sheet—Dept. O-12. 


The Round Taper— most popular 
of all Vul-Cots for general office 
use. Takes up small space, is neat 
and attractive. Two sizes, Nos. 
2 and 3. 


The Square Taper—ca distinctive style, popular with 
executives and ideal for reception or board rooms. 
One size, No. 5. 


The Round Straight—specially designed for wash- 
rooms, basements, ticker rooms, lobbies, shipping and 
mailing rooms. Two sizes. Nos. 9 and 10. 


Colors—All sizes made in standard colors—maroon-brown and 
olive-green. Gray also available for use with gray office furniture. 


NATIONAL VULCANIZED FIBRE CO. 


WILMINGTON, DELAWARE 
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"FIs ROTARY FILES 


GIVE YoU 5O% GREATER FILING 
CAPACITY WITH YOUR PRESENT 
CARDS AT A LOWER INITIAL COST. 


*EXCLUSIVE. .. 
Special compres- 
sion bleck for tab- 
ulating cards. 


®Rotary trays lock er" 
in position . 
cannot roll back, 


© Instant removal of 
one card or a full 
rack . . . ‘use 
your present cards. 


*Finger-tip control 
. « « docking slide 3 d 


cover keeps your 
records safe. 


Greater efficiency . . . convenience... 

accessibility for your -Stock Control, 

Inventory, Purchase, Production, Cost, 

Sales, Payroll, Personnel, and Credit records. The FERRIS ROTARY FILE is 
unequalled because FERRIS is the only rotary file that permits cross-filing and 
complete indexing! It eliminates punched cards, belts, clips, rods — awkward 
fastening devices. Transfer your present cards instantly into removable trays. 
Filing is quicker . . . easier for your operator. You save Time, Wasted Motion, 
Floor Space and above all Cost! 


DEALERS . . . attractive territories still open — write for information! 


FERRIS BUSINESS EQUIPMENT, INC. 


244 GREAT MEADOWS ROAD @ STRATFORD, CONNECTICUT 


Tue Orrice—December, 1951 25 

















PUSH-BUTTON MULTIPLICATION 


makes the figures fly 


FASTER—because Marchant's mechanism 
operates at speeds ranging up to twice those 
of any other calculator. 
SURER—because Marchant is the only 
American calculator with dials for 
verifying the keyboard entry. 
EASIER —because Marchant saves 
the operator at least one step 
in every multiplication problem. 
Since more than half of all calculator 
work is multiplication, experienced office 
workers everywhere choose the calculator 
that multiplies faster, surer, easier. 
The Marchant Man in your phone book 
will prove this by a demonstration 
in your office—call him today. 


: Mail this Coupon with your business letterhead to get our free 

GUIDE TO MODERN FIGURING METHODS 

: ILLUSTRATED BOOKLET ABOUT MARCHANT CALCULATORS [] : 

MARCHANT CALCULATING MACHINE COMPANY : 
7 


GAKLAND &, CALIFORNIA 07; 




















3 PUSH-BUTTON MULTIPLICATION 
d Enter multiplicand in keyboard. 


2) Answer appears simultaneously 
as multiplier is entered in 
Automatic Multiplier row. 








AMERICA'S FIRST 
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what happened 
to you, | 
young lady? 


sre en poe acon nt rg 
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You're really a sore sight for eyes. Smeared hands. 

Smudged face. Surely you're not raiding the jam pot at your age. 
We suspect that you came out the loser after a battle with 

old model spirit duplicating carbons. 


contort wanna 


But, you know, it's really so much simpler an ” 
cleaner when you use the new QUEEN 0toat Spirit 
Duplicating Carbon Papers, now coated by an extraordinary 
process that safeguards your hands and clothing. 





Spirit duplicating CarbON PAaPeFS ore perfect for tong runs, 


insuring wonderfully sharp, clear copies. 
They're truly the year's most important aid to greater business efficiency! 


Ask your boss or purchasing agent to 


get some free samples of # 
available in flat sheets or master unit 
forms—plain or pre-printed. veen 


RIBBON & CARBON CO., inc. 


Monufacturers of 
INKED RIBBONS © CARBON PAPERS © MASTER UNITS * CARBONIZED ROLLS © SPIRIT & HECTOGRAPH DUPLICATING CARBONS 
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Sturgis Steel Chairs Survive 
ansas City Flood! 


al Sturgis steel chairs salvaged 
from the offices of the Colgate-Palmolive-Peet 
Company after last summer’s disastrous Kansas 
City flood. For over a week these chairs had 
lain submerged in a corrosive mass of mud, 
acids, oils and the pollution from 10,000 rot- 
ting cattle. 


: n iP a 
This is the way a Sturgis No. 1225 Office 


Guest chair looked after being pulled 
from flood filth. 


Sturgis Dealer Wm. J. 
Evans (left) shows W. R. 
Ege of Colgate-Palmolive- 
Peet Company the same 
chair after it had been 


To the surprise of Colgate-Palmolive-Peet execu- 
tives, when the filth was scraped and washed 
off, the steel parts of the chairs showed absolutely no 
rusting or finish peeling. As soon as the upholstery 
was replaced the chairs were as good as new. 
Sturgis engineers were not surprised, however. 
They had long ago included Bonderizing of all 
metal parts in their program of building chairs 
capable of performing above and beyond normal 
use demands. That these Sturgis chairs survived 
a flood is proof not only of the value of Bonderiz- 


ing but of the soundness of Sturgis manufactur- 
ing methods. 


You can’t see all the quality that’s engineered 
into Sturgis chairs but it’s there in full measure 
—and because it’s there, a Sturgis chair is a 
long term investment in office comfort and 
efficiency. 


You can’t see all 

the quality that’s 
engineered into 
Sturgis chairs. 


washed and reupholstered. 
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Racing against time to 
assemble all the last- 
minute figure facts on 
such pertinent data as: 


Ms 


par 


ORDER TABULATIONS ie 
INVENTORY CONTROL 
PRODUCT SALES ANALYSES 
FOOD PORTION COUNTING 
yu PAYROLL DENOMINATING 


Do you use the new DENOMINATOR—the amazing new de- 
vice that handles these important operations for you and 
eliminates old-fashioned, tedious paper and pencil routine? 


FTG ASAI IE NT eRe cay tif 


5 hee tes 


The DENOMINATOR is an assembled group of unit counters 
made up to meet your specific tabulating requirements. Why 
not try this ingenious, streamline designed and economi- 
cally priced DENOMINATOR wherever you are now using the 
out-moded tally sheet. Available in machines from one to 
180 units. For further information write: Dept. 3-0. 





© 


Made ee 


sey! 


SS EP SEES SORE Be NG a 





12-Unit Payroll Denominator 


ne Denominator Company, INC. 


261 BROADWAY. NEW YORK: 7,°Ne¥ 


Manufacturers of Tabulating Machines for over 35 years 
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YOU JUST CAN’T STUMP 


FEDERAL 


WHEN IT COMES TO 


SNAP'N PART | | 


FORMS! 


need complicated carbon-interleaved forms 

size or combination of sizes to speed up dis- 

ibution of information, cut down clerical errors, 

redute your record-keeping costs...call on Federal! 

We design and print forms to solve your every busi- 
ness problem. 


Federal forms are precision-printed on the fastest, 
most modern machines available. Federal service is 
prompt. Federal prices are attractive. Ask us to 
quote on your next job. 


FEDERAL 


business Fowucrs, sme. 90 GOLD ST. . NEW YORK 38 * CO 7-8850 
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New Victor Custom models are more 
than just adding machines. They do many 
important calculating jobs, too—thus sav- 
ing the extra cost of more expensive ma- 
chines that need trained operators. 
Victor Custom models do such im- 
portant calculating jobs as figuring op- 
10-key Keyboard  ¢fating and budget ratios, comparative 
sales percentages, profit and loss state- 
ments and many other figure problems. 
They add, subtract, multiply, divide, auto- 
matically compute credit balance and 
print results on the tape. 





[DO 0987654321 Q]) 


Movable Decimal Marker 
Calculation—Exclusive with 

Point off decimal places by pre-setting 
the marker. Eliminate counting col- 
umns on tape. Speeds calculating, mul- 
tiplication, division, addition and sub- 
fraction of decimal equivalents. 








Full Keyboard 
otals 999,999,999.99 There are 42 basic Victor models. 
To learn how Victor can give you extra 
Calculating Jobs without service on your figuring problems mail 
Trained Operators —Thaté coupon or call the Victor Branch or 
the “Plus” We get from Dealer listed in Classified Phone Book. 


Victor Adding Machines. 


} Victor Adding Machine 

: Chicago 18, fll., Dept. 10.1251 

‘ Please send me free new booklet “Secret 
t of Speed.” Tells how Custom machines do 
& many important calculating jobs. 

Send me free information on complete 
§ Victor line. 

ame. 


v4 





VICTOR ADDING MACHINE CO.m A141!) 4 


Chlenge 16, i. HAS WHAT 


The World’s Largest Exclusive 
Manufacturers of Adding Machines IT TAKES 


Ss 


mpany Name 
ddress 








State 
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RAPID ROLLER 
PRESIDENT fm CHICAGO 
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Learn How To Slash 
Printing Production Costs 


AT LAST-~=a non-technical layman’s The Coxhead DSJ Vari-Typer 

explanation of the use of Cold-Type for “ites with instantly changeable 
. ; print-type faces—in all the popular 

such involved type jobs as acatalogor ‘styles and sizes—and in foreign 
parts-list. Many of the nation’s leading /anguages, too. The keyboard is 
industrial organizations are now pro- oihtoe telge prmisning  epecation $y 
ducing voluminous catalogs and parts- R 
lists with the cold-type process....in =. COPY COLD-TYPED ON 
direct cooperation with their offset print- — - —ae spelen spamarteawit ie 
ers. They report amazing savings on 
the very first job produced. One famous b ae pn ba 
aircraft manufacturer produced a 1325 Newark 5, N. J., nf 
page catalog by offset, composing all Please send me a copy of “Cold Type.” 
the type matter on the Coxbead DSJ NAME 
Vari-Typer...in the office... and with 


COMPANY. 
office belp. The booklet shows how. ADDRESS 


CITY. 


— CS ee SERS as he eR AER EE RRS oe AI RR aly ieee Pent eR, 
LANL SRE Be os sitions ARE a 
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WAYS TO RECOGNIZE A GOOD EXECUTIVE 


No two top-notch adminis- 

trators look alike . . . dress 
alike ... work alike. But when you see 
a man who fits a certain pattern, the 
chances are you're looking at a good 
executive. Here are some ways to spot 
him: 
1. He likes to use other men’s heads as 

well as his own... 


. Gets a kick out of accomplishment... 


. He knows how to pass the ball to 
his subordinates .. . 


) VAWETARwn FREE Mrcdd. 


4. He keeps several pots boiling at 
once without confusion . 

5. Has an office that helps him do all 
these things better... 


“Y and E” equipment does two things 
for an executive: 1. Gives him an office 
that looks attractive. 2. An office that 
makes it easier to be efficient. Both are 
important—one helps him sell himself 
and his ideas; the other helps him get 
things done. 

“Y and E” offices are designed for 
success. 


MARK OF SUCCESS 


4 


1020 JAY STREET ¢ ROCHESTER 3, N.Y., U.S. A. 
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Now! The Compact, Desk-Top OZAMATIC 
GIVES YOU DIRECT COPIES 
AT NEW LOW COST! 


T LAST here is a low-cost, 
high-quality, high-speed 
copying machine! The new desk- 
top Ozamatic reproduces any- 
thing written, drawn, typed or 
printed — brings you the world’s 
most versatile copying process! 
Ozamatic produces clear, exact 
Ozalid copies up to 16” wide... 
in a wide choice of colors...on 
a variety of papers, cloths and 
metal foils . . . from any translu- 
cent original. For opaque origi- 
nals, a fast, inexpensive inter- 
mediary process is required. 





Here’s How cee 
Money Ozamatic delivers the first copy 
Saves You se in seconds—clean, dry and ready to 
1. Just Feed ~ ~ no use—and up to a thousand copies 
° No retypin - no an hour. All at a cost of about 
144¢ per copy. 





lees ain a OPERATE THE OZA- © 
Speedy Noisele MATIC after five minutes instruc- 
. One Speed tion! Absolutely clean in operation, 
No negatives _ = fully self-contained within stream- 
messy inks oF ‘chemi- lined, desk-top machine. 
cals... no darkroom FOR FULL DETAILS on how Ozamatic can 
boos’ your p uction an t - 
3, Clean, Dry Exact Copies work costs, call the Ozalid Distributor 
instan ntly listed in your local phone-book—or use 
No Sages oo ee the coupon below. 
arbons - .* 
no poor * 
e or distor Ri 
no eeu waiting! USA 


tion . 





Ozalid 

Dept. OF-3 

Johnson City, N. Y. 

Gentlemen: Send me the full facts about 
your new OZAMATIC Desk-Top Machine. 


Cut Copying Costs... Use 


OZALID. | 


A Division of General Aniline & Film Corp. 
“From Research to Reality” 


Ozalid in Canada —Hughes Owens Co. Ltd., Montreal 
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NG NEW, LOW COST 


HAND STAMP 


Makes Any Hand Stamp 
in MINUTES!!! 








® Prints on anything! 


THE ORIGINAL 


~ ® Automatic 
AQ {9 All Card-Size 
Duplicator 


Improved model A-2 has many extra fea- 
tures that can’t be matched. It prints 
perfectly on thinnest paper or tough card- 
board, on any size from 3” x 5” index 
cards, U.S. Government postcards up to 
4” x 6". It prints more than 2,000 clear, 
professional-looking copies per hour for 
less than 8 cents per thousand. Constant 
spring pressure guarantees one-at-a-time 
feed and insures hairline register for easy 
multicolor printing. As many as 4 colors 
may be printed on a single card by using 
replaceable, easy-to-clean drums. 


CALL YOUR STATIONER, OR WRITE DIRECT TODAY! 


t 








| 5X0) ofo) ig ol- 3 


Now you can minimize the cost and effort 
of routine correspondence that burdens 
your staff—yet have every letter or mem- 
orandum individualized in greeting, and 
by personal inserts of names, dates and 
amounts, etc. 


Robotyper operates automatically at three 
times usual hand speed. Robotyper knows 
no fatigue; requires no special typing skill; 
always works at top speed. 

Several excellent territories are available to respons- 


ible organizations who can qualify . . . offering a 
splendid opportunity in a fast-growing industry. 


Visualize Your Staff 
with Rohotyper 
Equipment seg 
One 


ate electric tyPewriter 
el Ways available for 
, ual operation. 


With four R 
obot e 
she can produce A tg 


OE S888 888 SS 2 SS 2 ee 8 ee 


Send coupon 
today for com- 
plete informa- 
tien about 
ROBOTYPER 
equipment 
he) 
eo} i Gicy Wares, | 
OF COURSE. 


help my firm. 


ADDRESS 


ROBOTYPER CORPORATION 
121 Allen Street East, 
Hendersonville, North Carolina 


Please forward information on how Robotyper can 


CITY ..... oe ee eae ZONE STATE 


ee eee 


Canadian Office: Robotyper Corporation of Canada, Suite C-23 Train Concourse, Union Station, Toronto, Ont. 
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PRONTO FILE CORPORATION 


285 Madison Avenue 
| 
Lee we LEONE EA ERONL 








New York 17, N.Y 





Multiplies, divides, adds and subtracts 
fully automatically. 


Gives credit balance automatically. 


Prints all elements of calculations for 
permanent record. 





Gives ready identification of results. 


eae Ti Rites nwt Seen Sa ibbcnr senses 


Permits combined operations — without 
repeating entries. 


Requires less than 20 minutes’ operator 
training period. 


1 4 Has a separate multiplication keyboard. 
Multiplies by automatic short-cut method. 
reasons 


Divides automatically with printed record of 
dividend, divisor, quotient and remainder. 


Ee eke Sper sigesrr tr 


Prints sub-totals and totals in red. 











Requires only one key stroke to obtain 
sub-total or total. 


Permits entry of two or three ciphers 
with only one key stroke. 


Has both non-add key and clearing key 
electrified. 





Guards against mistakes by 
locking entire keyboard when incomplete 
key stroke is inadvertently made. 


olivetti 
14" 


fully automatic 
printing calculator 


Olivetti Corporation of America @ 580 Fifth Avenue, New York 19 
(over 250 sales and service points throughout the United States) 
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FLAG 








CARB 


———ay 


PNot just another carbon paper in a new package—but a whole fresh conception 
* of what a carbon paper can be! Flagship’s patented, metallic coating supported 
by a plastic base—its superior performance and appearance—take it right out of 
the class of all other carbon papers. You will use Flagship to bring new business 
in your doors, to bring repeat business, to mark your store as the first to bring 
better things to town. We'll be glad to supply complete information about 
Flagship and we'll be glad to tell you what the chances are for a dealership for 
this wonderful new product and the entire Allied line of carbon papers and 
ribbons. Write today to Dept.. B 


CARBON AND RIBBON MANUFACTURING CORPORATION 
General Offices and Factory: 165 Duane Street, New York 13 


Western Office & Warehouse: 1629 So. B’way, Los Angeles (5 


BUILDS BIG REPEAT SALES 


Flagship is curl-proof, 
not just curl-resistant 


Flagship’s metallic back 
means extra wear, 
easier handling 


Flagship makes sharp, 
permanent copies 


Flagship allows smudgeless 
erasures 
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December .... the BIG MONTH 
For H.C.Allen adding machine sales 


Low priced . . . High quality . . . Top dealer discounts . . . Wide choice of models . . . 


Lae : oe 


Make December your big month — ask abowt these 8 outstanding models 


Model 65 


Direct subtraction . . . 
Light weight . . . easy 
to operate. Now used 
extensively by thou- 
sands of small busi- 
nesses from coast to 
coast. Only $132.00 


@eeeeseeeveneeee 


Model 75 


A true R. C. Allen 
“leader”. Direct sub- 
traction in red, visible 
dials, automatic clear 
signal and wide 414” 
carriage make it a top- 
notch seller. Only 
$157.00 


*e@eeeveeee eee 28 





Model 715 

The motor does the 
work. A super-fast 
7-column model ideal 
for both desk and 
store counter use. Com- 
plete array of “‘stand- 
out" features. Light- 
weight — portable. 
Only $235.00 
eeenreneeneeee 


Model 1015 


Ideal for banks and 
accounting depart- 
ments. 10-column ca- 
pacity. Wide 5%” 
carriage accommodates 
variety of forms. Visi- 
ble dials, automatic 
clear signal, direct sub- 
traction. Only $310.00 


Model 70 


Priced same as “65” 
but with extra bank of 
keys. A fast operating 
straight ‘‘adder’’ with 
visible dials for visual 
protection, Adds to 
100,000.00. Only 
$132.00 


Model 805 


Large 8-column capac- 
ity. “Stand-out” fea- 
tures include visible 
dials, automatic clear 
signal, direct subtrac- 
tion in. red. A “‘must" 
for the medium sized 
busineis. Only $185.00 





Model 915 
Perfect for every office. 
Large-fast-simple to 
operate. Precision built 
for years of service. 
Packed with R. C. Allen 
famous features. Adds 
to 10,000,000.00. 
Only $285.00 


cleeeeseeeeeeeeeeeeeeeeeees 


Model 1315 
The ultimate in adding 
machine performance. 
For statistical or gov- 
ernment work. Giant 
12%” carriage for 
multi-column fogms. 
Withstands hardest 
treatment. Only 





$510.00 


R.C.Allen Business Machines. Inc. 


679 Front Avenue, N. W. 


Co RB ECP th 
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Grand Rapids, Mich. 


ADDING MACHINES - CALCULATORS - BOOKKEEPING MACHINES - CASH REGISTERS - TYPEWRITERS 








R.C. Allen TYPEWRITER... 


better Z] ways 


MODEL 611 





Typing is easier because the R. C, Allen has all the features. Smoother acting line space lever 
...instant margin set...new touch... self-centering bail...and 23 other features. They all 
combine to make a typing machine of smart appearance and new dependability. 


Selling is easier because the R. C. Allen “Standard” is an item of reputation... pre-sold 
for you through continuous and intensive national advertising of the R. C. Allen name. It always 


pays to sell the best. 


Write today for complete information. 


R.C.Allen Business Machines, Inc. 


679 Pront Avenue, N. W., Grand Rapids, Mich. 
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Yes, it would make a rather large gift to fit beneath your Christmas tree, 
but we just wrapped it up this way to remind you that when you recommend 


CRESTLINE, you are giving your customers superior designing, 


exceptional workmanship and matchless efficiency in office furniture. 





jSECURITY STEEL EQUIPMENT CORPORATION + AVENEL, N. J. 


ot 
Steclmasrer 
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VIZ-ABLE CARD 
FILING FACILITIES 


a$ BUILD-UP 
AS-Y0OU-GO-ALONG 
« and watch it grow! 


Easy removability of 
cords—simple replace- 


ment, system always 
in fiat top efficient op- 
erating position — no 


Perfectly odaptable 
for all systems of 


Uniform visibility of 
pockets—full .0025 
Pockets 


/ visibility. tie 
v4 A SLaLEgy ot foe 3x5, Ant Sud 


ee ‘ 
x Sa é ‘ 
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Smart plastic hard- 
ware — double card 


Easy portebility— 
and access 


te drawers—short 





asco international, Itd. 170 west. 233 st., new york 63,n. y. 
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the lewest cost 
VIZ-ABLE System 
in the world! 
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asco international, Itd. 


170 west 233 st., new york 63,n. y. 
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SPEED-O-PRINT 
Cpreilest Unlues in Duplicators 


Postcard (3x5) to menu size (6x9). 


$7950 Automatic 


Counter, $6.50 
(Plus Excise Taz) 


Reproduces postcard to legal size. 
Features backstop paper weight, 
side guides with 2 posts instead of 
1, to assure accurate registrdtion. 
Automatic 
$950 Counter, $6.50 
(Plus Excise Tas) 


ine registration 


Liberator 
Model 200 
$1§450 a $10 
(Plus Excise Tax) 


it's the world's finest 


eatures front paper stops, automatic 


9en cylinder with automatic brush inking 


« Grey or Ebony Black Finishes 


Features accurate registration and 
automatic roller release to assure 
perfect, clean copies. Reproduces 
postcard to legal size. 


$9950 $10.00 Counter, 


(Plus Excise Tax) 


SPEED-O-PRINT CORPORATION chicaco 13. 1uinors 


tD-O-PRINT (CANADA) LTD 77 ST, CATHERINE ST WEST MONTREAL 
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RackaFPile 


Wood Furniture 


For the modern office setting a new concept of attrac-: 
tive appearance plus maximum utility and flexibility 
is made possible by Rock-a-File Modular Wood Furni- 
ture. Smart design in the modern tempo, combined 
with unitized construction, allows the Rock-a-File 
Modular components—desk, storage cabinet, waste- 
basket, telephone section, file cabinet, drawer sec- 
tion, typewriter shelf and bookcase—to be set up in 
various combinations as a complete and harmonious 
furniture layout. Combinations designed to suit the 
needs and tastes of every individual whether 
executive, stenographer or clerk, are readily 


For complete details, write today for catalog and price list. 
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arranged with Rock-a-File Modular Wood Furniture. 


Rock-a-File Modular Wood Furniture consists of 
desk, corner cabinet and two basic units—desk base 
unit and alternate unit with choice of components. 
Solid core, quarter sawed, genuine walnut veneer on 
hardwood base is used throughout with tongue-and- 
groove construction. All exposed edges are banded. 
Solid walnut handles on doors and drawers. Desk 
drawers fitted with lock having two keys. File cabinet 
is popular Rock-a-File, side-opening compartment 
type, all-steel interior construction. 
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a ceaseless struggle to keep their heads 
above the literally tons of paperwork nec- 
essary to run their businesses. So enor- 
_ mous is the paperwork task, that any time 
» you can cut a few corners, you stand to 
benefit by substantial increases in efficiency 
» and economy. And you may discover that’s 

just what a Colitho “One Write” System 
~ can do for you, just as it has for hundreds 
of other companies. 


. With a Colitho Offset Mas- 
ter Plate as part of any busi- 
ness form, you are prepared 
to take advantage of the 
speedy cost-cutting of offset 
duplicating to produce hun- 
dreds of copies—with one 
writing—no retyping—no 


possibility of transcription errors. The 
Colitho “One Write” System is adaptable 
to any type of form. It’s extremely flexible 
and can provide for variables, blockouts, 
deletions and additions. 


So that you can determine where a 
Colitho “One Write” System can save 
time and money in your organization, we’ve 
prepared a twelve-page manual, ‘‘Colitho 

For Finest Results In Offset Dupli- 
@ cating.” Write for your free copy— 
today. No obligation, of course. 


COLUMBIA RIBBON & CARBON MFG. CO., Inc. 
Main Office & Factory: 
101-12 Herb Hill Road, Glen Cove, L. I., New York 
Branch Offices and Distributors in principal cities 


Consult your local Telephone Classified Directory 


‘OFFSET MASTER PLATES 


Colitho plates and supplies make any 
offset duplicator a better duplicator. 
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HOW TO FILE AND INDEX by Bertha M. Weeks. 
Ronald Press Co., New York, pp. 306, $4. 
This revised edition shows how to set 

up and maintain a satisfactory filing 

system and how to perform all filing 
operations, It explains the simple funda- 
mental principles and thoroughly covers 

the details of practical application to a 

particular business or department. The 

author has had wide experience as a 

filing consultant and is now director of 

Record Controls, Inc., Chicago. A text 

suitable for both office and school use. 


BANK COSTS. National Assn. of Bank Auditors 

& Controllers, Chicago, pp. 418, $10. 

Many erroneously assume that costing 
a bank is a job too complex to tackle. 
A bank’s profit and loss statement may 
paint a happy picture dollar-wise, but 
to place complete reliance on the profit 
and loss statement as a barometer of 
earning capacity of all functions might 
be foolish. Without a cost system, it 
is impossible to accurately determine 
whether all functions are making money. 
Accurate and fair service charges and 
other rates cannot be established with- 
out a complete cost accounting system 
—that indicates exactly the dollar de- 
mands of each department—each specific 
function. Written by an NABAC com- 
mittee, this looseleaf book has more 
than 150 tables and gives an actual 
application of a cost procedure. It covers 
the following subjects in detail: general 
principles; cost accounting figures for 
smaller and larger banks; terminology; 
cost profit and loss statement; distribu- 
tion of expenses to departments; devel- 
opment of departmental activity or pro- 

(Continued on page 142) 
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WH WB RACKS 


LOCKERETTE 


—COMBINES THE BEST 
FEATURES OF BOTH 
LOCKERS AND COAT RACKS 





_ Wraps are exposed to air 
Employees do not face the 


light. 
weather in damp wraps that have been 
crumpled in dark lockers—do not eat soggy 


and 


lunches, soaked by wet hats or gloves. Each 
person has his own spaced coat hanger, ven- 
tilated hat shelf and 12" x 12" x 15" deep 
lock box for lunches, tools and personal 
effects. 


Lockerettes save space too... the No. 6-12 
(2 column) accommodates |2 people in 6 
feet; the No. 9-18 (illustrated) accommo- 
dates 18 in 9 feet. 


More salable because they keep wraps 
“in press." 


Improves health and morale — lowers 
absenteeism. 


WRITE FOR BULLETIN OL-10 
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Wiha 
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The Book That ANSWERS PROBLEMS 
Re: Filing Systems and Supplies 


Not a catalog . . . not a price list . . . but a complete, authoritative manual 
on filing systems and supplies. Covers hundreds of subjects . . . answers 
thousands of questions . . . tells you not only what items are available for 
any type of filing but which will do the best job and why. You couldn’t 
buy a book like this from any other source yet it’s yours absolutely free — 
88 pages, profusely illustrated, crammed with practical, money-saving sug- 
gestions. Send the coupon today for your copy or phone our nearest office. 











Please furnish free copy of Filing Sys- 


72. * o band tems and Supplies Manual (LB 385B). 
ome. NAME TITLE 


Management Controls Reference Library COMPANY. 
Room 1529, 315 Fourth Ave., N..Y. 10 ADDRESS 
5 as | ae 6 Raaere eee et 
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The Fundamentals of Filing 


DOROTHY ALDRICH PICKETT 
Filing Consultant, Washington, D. C. 


WELL-ORGANIZED fileroom can 
be a thing of beauty, or, it can be 
a terrible nightmare. To be a thing 
of beauty, material must be arranged 


systematically, neatly and in the man-' 


ner in which it is most accessible so 
that the file department can give its 
best service. In arranging material, the 
following points should be kept in 
mind: 

1. Do not overerowd file drawers. Al- 
low for expansion in advance so ma- 
terial will not have to be shifted too 
often. 

2. Use sufficient guides in each 
drawer. Adequate guiding eliminates 
useless effort and speeds up the work. 
Filmg is more accurate and finding 
quicker if adequate guides are used. 

3. Avoid bulky folders. Keep all 
folders at normal thickness. Start a 
new folder when needed and underscore 
the caption on the old folder with red 
pencil so you will see at a glance that 
new material is not to be placed in it. 

4. Papers should be placed in fold- 
ers in a neat, orderly fashion. 

5. Folders should be kept upright 
and under compression at all times to 
avoid sagging and minimize loss in case 
of fire. 

6. To eliminate the bulk accumula- 
tion at one side of the drawer, alternate 
file fasteners on left and right sides. 

7. Tabs and labels should be visible, 
legible and clean. 

8. Guides and tabs should not be 
staggered. Straight line operations are 
quickest, safest and best. 

9. Do not let material accumulate— 
do the filing daily. 

Consistent observance of color and 
position throughout a filing system adds 
to the appearance of the files and is 
an aid to speedy filing and finding. 
Differently colored tabs, folders, guides 
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and cards are becoming more popular 
each year, for with color you file and 
find not only with the hand, but with 
the eye. Color conspicuously segregates 
and classifies material, eliminating much 
misfiling. Segregation by color and po- 
sition may be applied to numerous clas- 
sifications, such as to designate between 
wholesalers and retailers; men and 
women; unpaid vouchers (discount or 
non-discount); designations of time, as 
with delinquent accounts; various types 
of organizations or business firms; ac- 
tive or inactive accounts; closed or 
pending sales; designated periods of 
times, such as months, weeks, fiscal 
periods, ete. In using a color signal 
system, each color or tab position is 
reserved for one specific type of guide 
or folder, or for each subject. The 
same arrangement should be carried out 
consistently throughout the various 
sections. 

There are so many fine types of sup- 
plies today and it is wise to make your 
plans. on paper before ordering large 
quantities of any one item. Procure 
some samples and experiment. A few 
standard items are necessary in any 
system—such things as folders, guides, 
eards, ete. Determine in advance 
whether the half, third or fifth eut is 
best for your purposes. Buy good, 
heavy quality for it is cheaper in the 
long run. 

One very satisfactory folder is the 
hanging type which hangs on rails or 
rods inserted at either side of the file 
drawer. The folders slide easily along 
these rails and always stay in an up- 
right position. There can be no sagging 
so there is no need for followers to 
keep the folders vertical. These folders 
are not bulky yet are constructed of 
durable material that withstands years _ 
of use. They come in the letter, legal 


51 








‘ . « 
5 > 


ES) ag, 0c) ae | 


FILE FOLDER TAB STYLES: Plain, Undercut, Printed, Double Tabbed, Reinforced. 


Full 


1/2 


SIZES: 
Body height: 
91/."—93;," 

Width: 





Cap 14%,"—15!/." 











Letter 1134," 
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SOME FOLDER STYLES: Expansion, Binder, Period, Suspended and a File Back. 











MORE FOLDER STYLES: 
Brief Cover, Portfolio, Special Purpose, Out Folder, Follow-Up. 


Reprinted from “How to Sell Filing Supplies,’’ courtesy National Stationery & Office Equipment 
Association. 





and invoice size. Differently spaced 
slotting on each of the two flaps per- 
mit attachment of two sizes of slanted 
celluloid tabs in any desired position, 
and celluloid windows for classification 
of tabs by color are available. 

Loose sheets of paper, such as corre- 
spondence, should never be placed in 
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any folder unclasped. The most satis- 
factory procedure to follow is to use 
two lightweight file backs. These come 
with punched holes on all four sides. 
With a two-hole paper punch the top 
of each ‘letterhead or sheet of paper 
of letter size is punched then fastened 
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to a file back placed at the bottom of 
the papers and to the cover file back 
on which the appropriate caption is 
typed. Any other pertinent information, 
such as the file number, year, or other 
period of time is included in that par- 
ticular group. A prong file fastener is 
used to hold the material together. This 
is then dropped into the file folder which 
is also tabbed with the same caption or 
number. This procedure provides a 
double check on your filing, for it is not 
necessary to remove the housing folder 
from the file. Once in proper sequence 
in the file drawer the folders remain 
that way. When inserting new corre- 
spondenee, lift only the file back folder; 
unclasp, remove the cover and insert the 
new correspondence in its proper chron- 
ologie order. Some may complain that 
this procedure is a waste of time or 
that it takes too lone. but it is defi- 
nitely not time wasted. It is merely 
conforming to the principle of preser- 
vation. Loose correspondence becomes 
worn and torn in no time. It gets lost 
or misplaced easily. It is never in 
proper order and the finding of some 
particular piece is much too slow. The 
double folder filing pays for itself many 
times over both in money and time— 
and in the preservation of records. 

A very important phase of correct 
filing is that of proper indexing. The 
word indexing applies to both the 
guides and the individual tabs or labels. 
If material in a file drawer is arranged 
within small groups—if sufficient guides 
are used — records can be filed more 
quickly and found more quickly. The 
percentage of filing errors is greatly 
reduced. 

If file drawers are adequately guided, 
if the indexing of individual names on 
tabs is according to standard rules of 
indexing, anyone in the office should be 
able to locate material. The following 
standard rules should be. sufficient to 
cover all normal situations. It is well 
to remember that individuals are more 
or less transient, they are here today 


Tue Orrice—December, 1951 


and gone tomorrow so, whenever pos- 
sible, the names of firms or organiza- 
tions should be used rather than an in- 
dividual’s name. 

There should be a planned filing rou- 
tine in every office. In small depart- 
ments where filing is, not the only work 
assigned to one person, there should 
be a definite allotment of time for the 
actual filing and file maintenance. If 
this work is left for spare moments, it 
will either be left undone or accumu- 
late in such quantities that the job will 
be unsatisfactory and slipshod. The 
ideal plan is to have one or more per- 
sons as full time file personnel. 

Standard rules for indexing and al- 
phabetizing should be adhered to at all 
times. Responsibility of directing file 
procedures should be designated to some 
one person. ‘Torn papers should be 
mended immediately. New folders and 
tabs are to be prepared as needed. All 
paper clips and pins should be removed 
before the material is filed. Treat the 


A file back to which loose sheets are fastened 
before filing. 











supplies and the material itself with 
eare. Don’t grasp folder tabs hurriedly, 
nor pull up the folder by the tab. 


Always lift a folder up to at least half 
way before inserting material, otherwise 
material may fall between folders. 





NAMES OF INDIVIDUALS (To be 
used only when a firm name is not ap- 
plicable.) For filing purposes, the parts 
of an individual’s name are considered 
in this order: surname, first name or ini- 
tial, middle name or initial. Example: 
Adams, Henry Arthur—Johnson, John C. 

A surname prefix is considered a part 
of the surname. Prefixes include D’, Du, 
De, Des, Mac, Mc, O’, Van, Vander, Von, 
Von der. Example: De Vinci, Leo H.— 
McDonald, Sam H.—O’Connell, Patrick 
F. 


Hyphenated surnames of individuals 
are treated as one word: Example: Wynn- 
Williams, Henry. 

When the names of individuals are the 
' same, the alphabetic order Is determined 
by the first names. When both the sur- 
names and first name are alike, the al- 
phabetic order is determined by the 
middle name: 


Smith, James 
Smith, John 
Smith, Lester Alvin 
Smith, Lester Barry 


An initial in a first or middle name is 
considered as an indexing unit and pre- 
cedes all names in the same unit begin- 
ning with that same letter. An abbre- 
viated first or middle name is consid- 
ered as if it were written in full: 

Williams, D. A. 

Williams, Daniel 

Williams, Daniel R. 

A personal or professional title or de- 
gree usually is not considered in deter- 
mining the alphabetic order, but is writ- 
ten in parentheses at the end of the 
name for filing purposes: Banks, Henry 
(D.D.)—Brown, George (Dr.)—Mercer, 
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George (Professor). 

A foreign or religious title followed by 
a given name only is indexed as it is 
written: Sister Bonificia—Prince Henry. 

A seniority designation, such as 
‘*Junior’’ and ‘‘Senior’’ or ‘‘II’’ (Sec- 
ond) and ‘‘IIt’’ (Third), is considered 
as a filing unit at the end of the name: 
Santley, Edward Junior (or Jr.)—Wal- 
ters, Francis, I. 


When the full names of two or more 
individuals are identical, they are ar- 
ranged according to the alphabetic or- 
der of the cities in the addresses. Names 
of states are not considered unless iden- 
tical names of cities in different states 
are involved: Johnson, William (Boston) 
—Johnson, William (Chicago). 

BUSINESS NAMES. The general rule 
is that the units of a firm name are 
considered in the order in which they are 
written. However, when the firm name 
includes the full name of an individual, 
the units in the individual name are con- 
sidered in the same manner as the units 
in a separate individual’s name: 


General Motors Corporation 

George Olmstead Shop 

Southern Wholesalers Appliances 

Articles (English), conjunctions and 
prepositions are not considered as index- 
ing units but are usually placed in paren- 
theses. If a firm name begins with 
‘*The,’’ the article is written at the end: 

Bacon (&) Franks Company 

Calhoun (and) Mills 

William, Arnold Company (The) 

An abbreviation in a first name is con- 
sidered as though written in full EX- 
CEPT ‘‘&’’. Example: C. & S. (Chicago 
(&) Southern Railroad). 
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A single letter in a firm name (other 
than an abbreviation) is considered as a 
separate filing unit and precedes all 
names in the same unit beginning with 
that same letter: 

A B C Foundry 

A B Candy Company 

H (&) H Auto Dealers 

Any number in a business name is 
considered as being written out and is 
indexed as one word: A-1 Candy Com- 
pany is written ‘‘A One Candy Com- 
pany’’—22nd Street is written ‘‘ Twenty- 
Second Street.’’ 


FEDERAL GOVERNMENT OFFICES. 
The parts of the name of a Federal 
Government office are considered in this 
order: United States Government, the 
principal words in the name of the ex- 
ecutive. department, the principal words 
in the name of the bureau, and the prin- 
cipal words in the name of the division. 
Such words as ‘‘Department of’’, 
‘*Bureau of’? and ‘‘Division of’’ are 
placed in parentheses at the end: 
United States Government 
Commerce (Department of) 
Census (Bureau of) 





There are certain steps necessary in 
the filing of any and all types of ma- 
terial. Each should be followed care- 
fully and in the following order: 

1. Inspection: Material must be 
scanned for initials in the routing box 
to be sure it has been seen by all the 
proper authorities. If not, re-route it 
to the proper person. There should be 


some notation of authorization for fil- 
ing. A definite and uniform procedure 
should be adopted and followed by 
every department in the office in au- 
thorizing material to be filed, otherwise 
some items may arrive in the file room 
that should have been sent elsewhere. 
If a routing slip is attached, it may be 
marked “Files,” or if the routing stamp 


Over 300 Diebold Cardineer files contain complete state tax records of 1,558,000 persons in 
Indiana's Tax Collection Department at Indianapolis. 


THe Orrice—December, 1951 





’ 





j 


is imprinted on the material itself the 
file box may be checked for filing. Or, 
just the word “File” may be written 
on the material by the last person to 
see the record. 

2. Marking or Coding: Each piece 
of correspondence or other papers need 
not be read in its entirety, but should 
be scanned sufficiently to determine 
where it is to be filed. In some offices, 
the secretaries mark the file number on 
material before it is sent to the file 
room. In other organizations it is the 
duty of the file supervisor to determine 
where it is to be filed. Each method 
has its advantages. If the office force 
understands the file set-up and the file 
index, if each person understands the 
general theme or trend of the system, 
and if all have arrived at a unified way 
of thinking, then it is well that the 
marking be done before sending it to 
the file room. Even then, the file super- 
visor should determine whether or not 
the file number is correct. If not in 
agreement, she should discuss the mat- 
ter with the originator. In any ease, it is 
time well spent to be sure you mark all 


material carefully and correctly rather 
than file it just anywhere to get it out of 
the way. The code numbers should be 
written legibly, preferably with red pen- 
cil. Other identifying words should be 
| underscored in red. 


3. Sorting: After the coding has 


been completed, an orderly arrangement 


of the material is made. A sorting tray 


‘is useful, especially the type on wheels. 


4. Card-Indexing: After material 
has been sorted, cards should be made 
out for all material which you wish to 
include in your ecard index file. This 
will apply more particularly to material 
other than the correspondence, but of 
course some correspondence may be 
listed also. All non-correspondence per- 
taining to definite subjects or topics 
should be indexed on 5” x3” cards 
(cross-indexed where necessary), so 
that all material on any one subject 
contained in the file room may be lo- 
eated quickly. 

5. Running List: If, in your file de- 
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partment, you decide to avail yourself 
of this very valuable aid, the proper 
time to list your correspondence is after 
the material has been sorted and card- 
indexed. 

6. Filing: Great care must be taken 
in the actual filing of papers. With a 
large volume of material the coding 
numbers sometimes become a maze of 
figures and are easily mis-read, result- 
ing in faulty filing. When this happens 
it is wise to turn to some of the other 
file room work and return to the actual 
filing later. Each document or paper 
filed should be checked carefully with 
the notation on the folder itself. Uni- 
formity in placing the material in the 
folders should be observed—correspon- 
dence should be placed with the face 
to the front of the folder and the top” 
of the sheet to the left of the folder. 
When using file backs, two holes are 
punched at the top of the sheets then 
held together with the clasp. All ma- 
terial should be date-stamped before it 
is filed. 

Five basic methods of filing have 
been in use for a number of years: 

1. Alphabetic (by company or indi- 
vidual’s names). 

2. Numeric (by number). 

3. Chronologie (by date). 

4. Geographie (by location). 

5. Subject (by topic or subject). 

Recently a sixth type has been intro- 
duced, Functional. Of these six, only 
the first uses the single letters of the 
alphabet for guides, yet all make use 
of the alphabet. Only the first may be 
described as direct filing since no cross 
index is necessary in alphabetic filing. 
The remaining five are indirect for, to 
be truly effective, each must be used 
in conjunction with a cross index ar- 
ranged in alphabetical order. 

1. Alphabetic Filing: With this 
method even numbering can be elimi- 
nated. Alphabetical arrangements per- 
mit unlimited expansion without vio- 
lating natural sequences. This type is 
best adapted to general correspondence 
files and it is well to use the broad in- 
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GUIDE TAB MATERIALS: Plain, Celluloided, Dipped, Metal, Plastic. 


Oe ros 


TAB STYLES: 
Flat, Angular Metal, Angular Celluloid, Angular Plastic, Side, Suspension Attachable. 


Printed Tab. Insertable Tab. Single Position, Alternating Position, Staggered. 


--{ .---~¥ SIZES: 
f Body height: Cap or Letter, 9!/2"—934" 
Width: Cap 1434"—I5/" 
Height <—— Width —>» Letter 1134," 
Tabs: "—5" 
Rod projections: 1/2" 
Common card guides: 5" x 3"; 6" x 4", 
eae 28 ee Cae’. 














VAM 


Special Purpose Guides: 
Check or Note, End, 
Document, Card, Tabu- 


lating, Out, Ledger, In- 
voice. 

















Reprinted from “How to Sell Filing Supplies,” courtesy National Stationery & Office Equipment 
Association. 
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terpretation of correspondence to in- 
elude all written or printed communica- 
tions to, from or about a correspondent. 
This will consist of incoming letters, 
carbon copies of outgoing letters, tele- 
grams, radiograms, cables; inter and 
intra office, company and office mem- 
oranda; transcribed telephone messages, 
etc. Names of firms or companies 
should be used whenever possible, 
rather than an individual’s name. 

2. Numeric Filing: A numeric sys- 
tem is not complete in itself because 
it is indirect. It cannot function prop- 
erly without an alphabetical index or 
classification record controlling the 
numbers. However, numeric filing is 
quite effective for certain types of ma- 
terial, such as (a) records of definitely 
numbered contracts, jobs, or cases; (b) 
material running in a natural sequence; 
(c) records already identified by num- 
bers (orders, invoices, ete.). As seen 
from these examples, numeric filing is 
logical for much of the accounting di- 
vision’s records, for lawyers with their 
definitely numbered cases, for contrac- 


tors where it is the custom to assign a 


number to each contract or job. The 
nature of the material in these examples 
groups itself naturally around definite 
sets of numbers. 

Folders in the numeric files are 
placed in numerical order. A _ simple 
method to follow is to group the folders 
in lots of 20, using a guide before each 
group, making use of the five different 
tab positions and always reserving the 
first position tab for the even hundreds. 
Before filing material, the name or sub- 
ject should be written on a 5” x3” in- 
dex ecard, with the file number written 
in the upper right corner. These cards 
are then filed in alphabetical order. 
Any one of several numbering systems 
may be employed, such as the Dewey 
Decimal, but for most offices a simpler 
system is preferred. Serially numbered 
material should be filed as originally 
marked. Material that is not  pre- 
marked may be assigned a significant 
number such as 5, 10, 15, ete. The 
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block system may be useful for some 
types of material. In this, blocks of 
numbers such as a hundred or a thou- 
sand are reserved for separate classes 
of material: 101, 102, 103, ete., for one 
type, 201, 202, 203, ete., for another. 
Another system is termed duplex num- 
bering and here is an example: the first 
three numbers might signify a sales- 
man’s territory; the next three, some 
definite product; and others added as 
applicable. Code numbering is often 
employed, especially in stock records. 
Each number signifies one certain at- 
tribute of the product so that when 
three or four are combined it gives a 
fairly complete picture of the article. 

3. Geographic Filing: This is used 
when the name of a company or in- 
dividual is of less importance than the 
location. Business firms employing out- 
side salesmen or canvassing agents, 
mail order concerns, publishers, ete., 
often find it practical to file by town 
or state, or by salesman’s territory. 
Publie utilities often use this method, 
using city streets or sections as the 
basis. Records filed geographically are 
often called for by name of the corre- 
spondent or by company. Therefore, 
an alphabetic cross index must be main- 
tained. 

4. Subject Filing: This implies clas- 
sified knowledge, and such classifica- 
tions are intended only for such records 
as cannot be filed by name. The sub- 
ject classification has to do with the 
descriptive features of the material. In 
business filing it means any topic that 
is not primarily concerned with the 
name of an organization or individual 
or place. Yet any or all of these three 
may be involved. It has to do with 
facts or events. The more exacting and 
fitting the choice of subjects and cap- 
tions, the more readily ean records be 
found. Here again, material filed by 
subject cannot be found quickly unless 
a cross index is maintained. Cross in- 
dex and cross reference are the solution 
to overlapping of subjects. 

The prime subjects or main headings 
must be few and well-defined. An in- 
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An installation of Rol-Dex Files by Watson Mfg. Co. at Jchn Hancock Mutual Life Insurance 
Co., Boston. 


dexer must decide upon the one word 
under which each record is to be in- 
dexed. A caption should be concise and 
clear as to what it covers. Words used 
in captions should be those that define. 
Nouns rather than adjectives should be 
used. (An adjective may be in the sub- 
title or sub-caption.) A single word is 
. best whenever possible and plural forms 
should be used unless popular usage 
of the word calls for the singular. 
Words implying action are better than 
passive terms. In subject filing some 
sort of a numbering system should be 
used for at least the main divisions, 
then within each division the sub-topics 
may be arranged in alphabetical order. 


This is simi- 


6. Functional Filing: 
lar to subject filing, yet the name itself 
signifies more action than the term, sub- 


ject. The entire idea is built around 
the identification of the functions of 
an organization. Each activity is in- 
cluded in its appropriate function. The 
duties, tasks or operations of a busi- 
ness are used as the basis of classi- 
fication. Whether you choose to call 
your method “subject” or “functional” 
is unimportant, since they are so closely 
allied. However, it is. most helpful 
when selecting captions or titles to keep 
in mind the word “function.” 
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Once you decide to reorganize your 
filing system, or if you contemplate in- 
stalling a system, the first step is to 
carefully study an organizational chart 
of the company itself—a chart which 
shows the divisions and departments, 
the functions or activities of each. Use 
this as the basis for your plan. 
Knowledge of the business is of great 
importance in building a sound filing 
system which should be made to meas- 
ure for your own particular business. 
It should be constructed according to 
the following principles remembering 
that the principles themselves are ap- 
plicable to all types of organizations, 
yet in the physical set-up or structure 
of your files, the principles must be ap- 
plied to your own individualized ma- 
terial and functions. 

1. Organization: There must be a 
well defined plan for the files. Become 
acquainted with the organization of the 
business itself, then build the filing plan 
around that. Good organization of the 
files is essential for the effective control 
of records. There must be definite 
designation of responsibility for the 
files. There should be an outlined, writ- 
ten plan for each of the files. An or- 
ganized layout of the material as well 
as for the physical properties (file 
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| cabinets, ete.) should be constructed be- 
fore the actual work starts. 
2. Usage: Material should be filed 


by the use to be made of the records 
or according to the way the material is 
identified. Records used by name are 


filed by name. Those used by number 
are filed by number. Records used by 
date are filed by date. And those used 
by subject or topic are filed by subject. 


3. Segregation: It is advantageous 
to segregate each type of material that 
is so definitely unique in itself that it 
cannot be confused with anything else. 
S If this is done first, you will discover 
? what a large volume of material in a 
file room is taken care of almost auto- 
matically. This type of material in- 
Hcludes such things as numbered series 
of publications, releases, checks, vouch- 
ers, purchase orders, minutes of meet- 
ings, ete. 

4. Preservation: The records of a 
business should be handled exactly as 
its merchandise is handled. By preser- 
vation we mean such things as the 
safety of the documents. It also con- 
veys the idea of documents being kept 
intact. It implies care. The principle 
of preservation includes compactness, 
neatness, safety, accessibility, ete. 

5. Directness: This applies more to 
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The Dollar Savings Bank at 
Grand Concourse and Ford- 
ham Road, Bronx, New York, 
has perhaps the world's second 
largest safe deposit box in- 
stallation. Some 40,000 8" x 5" 
signature cards are housed in 
this Simplafind file. It takes 
only 10 seconds for the clerk 
to take the customer's signed 
request, flip a switch on the 
Simplafind to locate the record 
card, timestamp the slip and 
return it to the customer. Dur- 
ing evening peak periods, over 
100 customers per hour are 
served. 


the actual classification of material. 
Ease of reference is the basic reason 
for correct classification, therefore, such 
classification must be direct. Each of 
a dozen people in an organization may 
look at the contents of a paper from 
a dozen different angles. If one depart- 
ment is to decide upon a title for cer- 
tain material, the name given may mean 
nothing to another department. That 
is why we find material of like contents 
being filed under two or more terms, 
which means that the whole story may 
be incomplete or inaccessible. At least 
the finding process is greatly delayed. 
But if time is taken to study each 
paper from all angles, from its true 
function or activity, it can be classified 
according to its true meaning—which 
will be direct. Filing subjects must be 
logical and captions complete in them- 
selves, not dependent upon additional 
explanations. 

6. Consistency: This implies a sense 
of relationship of each file to all other 
files. Also, consistency in the general 
layout maintained in all sections of the 
files. Arrangement within the file cab- 
inets must be in a natural sequence. 
Similar sequences, captions on the fold- 
ers, position and color of tabs—in fact, 
the whole arrangement must be consis- 
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tent throughout the entire system. This 
applies not only to the physical set-up 
but to the general theme or trend of the 
classification as well. 


7. Concentration: Put as many rec- 
ords into one category as can be han- 
died easily. Too many breakdowns, or 
breakdowns that are too detailed, can 
be the ruination of any system. 


8. Priorities: A schedule of priori- 
ties should be set up to allow for (and 
help eliminate) any overlapping of ma- 
terial or subjects that might be filed 
under more than one heading. As an 
illustration of how this works, assume 
you have outlined the different sections 
of your system. One section is titled 
Meetings, another section Releases, an- 
other General Correspondence and an- 
other Organizations, ete. You receive 
a serially-numbered release published 
by the Acme Manufacturers Assn., and 
this particular release gives the minutes 
of its last meeting. At first glance you 
might wonder in which of three sections 
it should be filed—in the Minutes sec- 
tion? In the Release section? or in the 
In such in- 


Organizations section? 
stances we find that established pri- 
orities save the day. Any material such 


Specially constructed 
Wheeldex order- 
price records in- 
stallation in the of- 
fices of Eugene 
Dietzgen Co. Wheel- 
dex files are built 
into the desks. 
Curvedex Trays are 
shown on the side 
dropleaves. 
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as regularly issued releases bearing 
numbers should be kept intact, so that 
no number is missing from that file be- 
cause nine times out of ten such papers 
are called for by number or date. If 
oceasionally one is slipped out and 
placed in another file, chances are you 
will have difficulty in finding it. 1f you 
have decided upon releases as being 
Priority No. 1, then under no circum- 
stances may it be filed anywhere else. 
A cross-reference may be placed in the 
Meetings section and also one may be 
placed in the Organizations section, 
then you are completely safe no matter 
how that release may be called for in 
the future. 

9. Simplicity: The simplest system 
always renders the greatest service. 
The system must be simple in layout 
and simple to understand even down 
to the filing captions. The numbering 
system should be as simple as is pos- 
sible. Simplicity results in accurate 
filing and speedy finding. 

10. Expansion: Every good filing 
system must allow for expansion that 
will not violate the logical sequence of 
material already in the files. Possibili- 
ties for expansion to accommodate in- 








wo 
c 
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The central filing department of a well known food processing firm, installed and indexed by Shaw-Walker for correspondence, orders 
invoices. 


creased volume must also be taken into 
consideration at the very outset. To 
allow for expansion the system must be 
more or less flexible so that a number- 
ing system, if in use, is not disrupted 
by the addition of new material or ac- 
tivities as they arise. 

Principles, when merely stated as 


- such on the printed page, may appear 


to be only generalities. They are not 
tangible until you start working with 
them. But if you test each idea, each 
procedure and each decision with the 
above principles, you can determine 
whether or not your ideas and decisions 
are in keeping with the principles them- 
selves. If you are violating any of 
them, try changing your ideas until 
they are in keeping with these funda- 
mentals and your filing system will be 
improved. 

The second step is to take into ac- 
count the types. of records your organi- 
zation uses. The list of material used 
in business firms is almost endless, yet 
all must be cared for. There are letters, 
orders, estimates, contracts, invoices, 
quotations, vouchers, work orders, pro- 
duction orders, blueprints, drawings, 
diagrams. There are drafts, checks, re- 
ceipts, statements, legal and government 
documents, pamphlets, trade catalogs, 
books, contracts, agreements, leases, au- 
ditor’s reports, claim papers, financial 
statements, litigation suits, cancelled 
and surrendered policies, deeds, mort- 
gages, forms, executed printed forms, 
publications, ete., ete. Each company 
has certain policies, each company 
makes certain agreements. Each busi- 
ness has its own particular merchandise 
or service to sell. Some companies need 
highly specialized sections of files, such 
as research, engineering, experimental. 
Some need extensive informational and 
data files. So, the types of records in 
your establishment determine the best 
set-up for your business. 

A eareful analysis should be made 
to determine the weak points in your 
present system so that you may re- 
organize it for greater service. Study 
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the contents of each existing file and 
watch how these records are being used. 
Note the different kinds of copies being 
retained—original and carbon and the 
number of extra copies on file. Esti- 
mate the number of requests received 
daily; what material is called for most 
often, the points of greatest activity. 
Study the arrangement of the contents 
of the cabinets and consider the desir- 
able period of retention for each type 
of material. From such an analysis you 
are qualified to put an estimate or value 
on the records. You will know better 
what are vital and important records; 
which ones are obsolete and. unimpor- 
tant. 

Review the principle of usage and 
determine how your records are being 
ased and called for—by number, by 
date, by name? While making your 
preliminary survey you can start the 
process of segregation. Remove all rec- 
ords which are definitely distinguish- 
able. You will be surprised at the 
amount of material accumulated. Such 
material may be set aside for examina- 
tion by an official who has authority to 
sanction the disposal of same. Dispose 
of unnecessary , duplications. Collect 
material which: should be grouped to- 
gether for more systematic filing. 

This first sorting is by no means 
final, but is necessary before you can 
gain any real idea of the contents of 
the files. It is housecleaning time. If 
your company has been in existence for 
10 or 20 years it is not wise to start 
with the very earliest records, but de- 
cide upon a definite period from which 
you wish to install the new system— 
perhaps six months or a year back as 
a starting point. All material previous 
to that date should be kept intact with 
its old, original numbers until such time 
as it is possible to review the records 
or possibly destroy them. 


After you have made a careful an- 
alysis and when you have become ac- 
quainted with the material and with 
the operations of the company, you are 
ready to work out a detailed plan and 
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RECORD BUILDING 


Entrance to the records storage building of 

the Chicago & North-Western Railway Co., 

Chicago, showing Liberty Storage Boxes made 
by Bankers Box Co. 


proposal for your filing system. This 
plan should be submitted to the top ex- 
ecutives. The plan should inelude a 
rough draft of the file index, the file 
manual, the space required, the number 
of file cabinets needed and an estimate 
of the new supplies required. It is im- 
portant that the executives themselves 
be acquainted with the file department’s 
work for any system is only as good 
as the Cooperation granted to it by 
other departments. If the heads of the 
organization are not in agreement with 
the plans, if they do not sanction the 
work, it will be most difficult to obtain 
wholehearted cooperation from the 
others. Business men cannot make the 
most intelligent use of the files if they 
do not know how they are organized 
and operated. Executives must trust 
the capabilities of the file personnel. 
This trust can be maintained if the file 
room proves its efficiency by the serv- 
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Each girl sorts an average of 2000 sales tickets per hour in the accounts receivable section of 
the May Co. department store in Los Angeles. This is the daily general average for the 85 
Kohlhaas sorting units which have a combined total of 8000 alphabetic sub-divisions. 


ice it renders. 

Every filing system, regardless of 
| size, should have a File Index. This is 
the subject control list and is impor- 
tant not only for the file personnel but 
for all departments in the organization. 
A draft (in skeleton form) of such an 
index is presented on page 95. The main 


sections, or divisions, are applicable to 
any type of organization because each 
is a function or activity of some part 


of any organization. Many items are 
self-explanatory. Notes have been 
added to others to better illustrate the 
meanings of the headings. 


Throughout the index it has been 


found advantageous to have a general 
folder precede the specific folders. By 
general is meant such material as cov- 
ers in a very broad way the subject in 
its entirety, or in such a general way 
that it cannot be definitely assigned to 
any of the more specific sub-headings. 
The word general is not to be confused 
with miscellaneous. The numbering sys- 
tem that has been adopted is simple and 
direct. It is less confusing and less 
complicated than a decimal system. Un- 
der each subdivision, material should 
be filed in alphabetical order, thus mak- 
ing unnecessary further numbered sub- 
divisions. 


An installation of |" 
and 2" Slip-On Ring 
Book Label Holders 
on ring books in the 
offices of Freeland 
Gauge Co., Detroit, 
by ae Products, 
ne. 
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No matter how you look at it—from the standpoint of dependability, of dura- 
bility, of quality, or of price—a Burroughs gives you more. Burroughs adding 
machines are built by master craftsmen to perform better for a longer time . . . 
are designed to give you the answers you need in the surest, simplest, thriftiest 
way possible—and to keep on giving them for years and years. So, be sure 
it’s the best—be sure it's a Burroughs. Call the Burroughs office near you 
today. It’s listed in the yellow pages of your telephone book. 


BURROUGHS ADDING MACHINE COMPANY, DETROIT 32, MICHIGAN 
WHEREVER THERE'S BUSINESS THERE'S 


Burroughs 








A File Manual should be issued in 
conjunction with the File Index. A 
copy should be given to each employee 
and executive, so that all may under- 
stand the file room operations and pro- 
cedures. Certain practices must be ob- 
served if a file department is to give 
service and the file manual explains 
these practices. It should include the 
following: 

1. Requests for files. (Explain how 
requests are to be made, what infor- 
mation is needed, etc.) 

2. Marking material for filing. 

3. Follow-ups. (Explain in detail the 
procedure to be observed.) 

4. Out Cards. (Stress their neces- 
sity.) 

5. Removing and replacing material 
from files. (It should be understood 
that only the file personnel is to re- 
move and replace material.) 

6. Priorities. (State the order of pri- 
orities you have set up.) 

7. Card Index. (Explain your cross 
index system.) 

8. Regulations. 


(Any special regula- 
tions drawn up for those making use 
of the files.) 


we es. 


Meter service records are housed in 42 Revo-Files 
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9. Description of current files. 
(Where located, number of the cabinet, 
etc. ) 

10..Method of arrangement. (De- 
scription of color and position of tabs, 
ete. ) 

11. Charging. 
out material.) 

12. Retention. (Schedule of retention 
dates for the different types of ma- 
terial.) 

13. Transfer. (Schedule and descrip- 
tion of transfer of material. 

The above may be augmented as 
found applicable to your own particu- 
lar system and organization. The co- 
operation extended to a file department 
is in direct proportion to the degree of 
understanding of the various depart- 
ments. To function properly and 
efficiently, the file department must 
have that cooperation and in return 
must render’ prompt and _ efficient 
service. 

It is not difficult to file the regular 
material, such as correspondence, but 
this constitutes only about half of the 
records which reach the file room. 
Avoid filing small material with large 


(Method of charging- 


by Hartford Electric Light Co., Conn. 


es 
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WANTED to SUBLET 


2 $Q. FT. OF OFFICE SPACE 


You have 2 sq. ft. of office space going to waste—if you don't 
have an OLD TOWN Spirit Duplicator working for you. 


What is a Spirit Duplicator? It's the ultimate in copying 
methods. It uses no ink, no stencils, no gelatine, no type, no mats. 
It's magic! 


Here's all you do: 1. Write, type or draw on the master sheet. 
2. Without any intermediate steps, clip ‘‘master’’ to the drum. 
3. Press button, and Presto! the ‘‘presses'’ start running. Up to 
600 clear, clean copies instantly. Perfect registration in a single 
impression. Costs little more than a typewriter and anyone 
can operate it. 


Old Town Scoce-Duplicator 


AS ESSENTIAL TO YOUR BUSINESS AS A TYPEWRITER 


Ol Town 


CORPORATION 


Manufacturers of typewriter ribbons, carbon papers 
and duplicating supplies since 1916 








OLD TOWN CORPORATION 
Brooklyn 17, New York 


I'm interested in hearing more about your Spit” duplicator. 


NAME 





TITLE 








COMPANY 


ADDRESS. 
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MESSAGES THAT MADE HISTORY 
No. 6 of a Series 
© GILBERT PAPER COMPANY 


~*~ 


42° below...eleven miles to 30 


@ Step-by-step for some 700 miles they had 
dragged the heavy sledge with its precious geo- 
logical specimens and meager cargo of food and 
shelter. Two months before, Captain Scott and 
his then four companions had been at the South 
Pole . . . now they numbered but two and Scott. 

Eight months later their last campsite was 
found, eleven miles from safety. Beside Scott 
was his meticulously kept journal with its mat- 
ter-of-fact entries detailing an extraordinary 
story of fortitude and courage. “We shall stick 
it out to the end . . . but the end cannot be far.” 

In contrast to the blizzard wastes of Antarctic 
exploration are the carefully controlled temper- 
atures of laboratory exploration . . . but the 
results can be equally important to the users of 
industries’ products. 

In our own Gilbert laboratories, such impor- 
tant discoveries in paper manufacturing have 
been made as the first combined cotton fibre 
and sulphite bond paper . . . the first tub-sized, 


air-dried bond paper . . . and the first cockle 
finish bond paper. A recent development is the 
new Gilbert envelope bond that answered the 
need for a cotton fibre envelope paper with high 
opacity, printability, and above all, permanent 
sealing. 

Let your printer, lithographer, or engraver 
tell you more about Gilbert Papers. 


BOND e« ONIONSKIN e LEDGER e« INDEX BRISTOL 


MANUSCRIPT COVER e VELLUM e SAFETY 


REPRODUCTION e BANKNOTE PAPERS 


<GuiBERT 


PAPER COMPANY 


MENASHA, WISCONSIN 


A good letter is always better- written on a Gilbert Bond 
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Part of the file de- 
partment of Union 
Twist Drill Co., 
Athol, Mass., which 
uses the 1872 divi- 
sion guide index set 
of Amberg File & 
Index Co. All indi- 
vidual name folders 
are printed to order 
to save typing at 
transfer time. Hun- 
dreds of dated fold- 
ers are also used. 
Installed by Palsons, 
Inc., enterprising 
Worcester, Mass., 
distributor. 
material. The reason for this is obvi- 
ous. 

Vouchers, cancelled checks and simi- 
lar transaction material should not be 
filed in ordinary correspondence fold- 
ers, nor in the regular sized cabinets, 
but in file boxes or cabinets of the cor- 
rect size. Photographs should be 
mounted (with paste or staples) to a 
heavy piece of paper or thin cardboard 
Identifying data 


before being filed. 
should be written on the back. The 
same procedure should be followed 


when filing periodical clippings. 
Blueprints and maps should not be 
folded. They should be filed in specially 
designed cabinets, vertically or in cabi- 
nets with large drawers with a place 
for notations on the front, to permit 
the material to remain flat. Maps and 
blueprints and other such material 
should be filed by subject or number, 
with each’ listed in the card index. 
Trade catalogs, periodicals, books, 
etc., should be filed vertically if pos- 
sible. This makes for ease of reference. 


Part of the Visirecord visible vertical film contract files which include over 40,000 Visirecord 
forms containing theater's name, location, and 14 items of information in the contract depart- 
ment of Twentieth Century Fox Film Corp., New York. 
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SAFE | STAK o* FILES 


If your office is bulging at the seams, and storage space has 
evaporated—you'll welcome the call of a Diebold File Analyst! 
This gentleman will show you how you will get 10-20 or even 30% 

more filing capacity in your present storage area with the magic 





of Safe-T-Stak! He will actually survey your area and show 
you the proof on accurate drawings. Why not write for his 
call, or more information today. 


Fron 


ere are two outstanding bro- 


4 
. a 
H a, 
chures no modern office should 
be without — (1) ‘‘Record Reten- e 
tion Recommendations’ which 
tells how long each record should 
be kept, (2) ‘‘Plan for Record Sur- Q 
vival’ which reviews methods to IN ¢ 0 

sofeguard records in case of war. R Po R 

Sent free of charge, upon request Canton, ) A T E D 


e 
on your letterhead. Please specify 
which brochure you desire. ’ lo 


SERy 

ae ; sin BUsin 
Microfilm ® Rotary, Vertical and Visible Filing Equip- NCE I85 Ess 
ment ® Safes, Chests and Vault Doors ® Bank Vault 9 
Equipment © Burglar Alarms 
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A 5"x3" dupli- 
cated slip is 


NAME : 








filled out to in- 
dicate that ma- 
terial being 
held for follow- 
up has been 
taken out by 
another person. 





SUBJECT & NO.: 





RECEIVED BY: 











Vendor’s catalogues may be filed by 
firm name, by number or by subject. 
Whichever way, a cross index is essen- 
tial. If the firm name is used, then the 
supplemental card index must be by 
subject or item of merchandise; if by 
number, the card index must be alpha- 
betical by firm name; if by subject, the 
card index is alphabetical by firm name. 

Many offices do much duplicating of 
material. Some masters are important 
and must be retained for a certain 
period. To protect stencils for future 
re-running, each sheet should be placed 
in a paper stencil jacket. It is advis- 
able to run off the stencil on one side 
of this jacket for it aids greatly in find- 
ing the correct sheet when you can read 
at a glance the copy itself. Masters 


CORRESPONDENCE 


for company bulletins that are issued at 
regular intervals and are serially num- 
bered are easily filed in the regular 
vertical stencil cabinet. Stencils for 
subject material, known by its subject — 
or topic rather than a number, are more 
readily located if filed behind the origi- 
nal file copy. Reserve the last position 
tab in every cabinet for stencils. A 
green tab will further accentuate this © 
item. In this way, your stencils will © 
always be at your finger-tip when ~ 
needed, although stencils which are 
most likely to be re-run can be kept in 
files especially designed for this pur-~ 
pose. : 
No matter how well set up a file de-7 
partment may be, nor how careful the 
file personnel—errors do occur and rec- 





A running list aids in correspondence finding. 
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DON’T BLAME SCROOGE! 


The old miser worked in a poor excuse of an office—ill lit, heated only with 
a few faggots in a smoky old stove, a hard stool to sit on, sloping desk, one 
warped record book in which all entries were made with a scratchy quill pen. 


PITY THE MAN ... 


Had Scrooge lived in our day, he would most certainly 
have had a sweeter disposition with latest ceiling lighting, furnace warmed 
office in winter, air cooled in summer, a swivel chair with comfortable back 
and air rubber cushions and, oh joy!—half a dozen Tarco flexible-chain post 
binders'with Tarco efficiency forms for every kind of accurate record keeping. 





While you may not be using the 1843 methods of Scrooge in your offices, 
it could be that you are not quite as up-to-date as Tarco can make you. 


Send for Catalog F-1 and see for yourself just how all-inclusive 
is the Tarco line of 240 fine forms and binders. 





Consult your Public : L & ; \ : t 
‘ : RR SR SR: asi, wy J j 8 

Accountant about | rorco — 8 ness Forms, Binders a 

the best Forms for since 1912 

your Business. 316 W. Superior St., Chicago 10, Illinois 

New York « Kansas City « Indianapolis « Tulsa ¢ Witchita « Washington 


ipment 
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ords do get lost or misplaced. The per- 
centage of human error varies in differ- 
ent organizations, but with modern 
methods the percentage has decreased 
tremendously. There are other causes 
of trouble, too. Perhaps there is no sys- 
tematic method of keeping track of the 
material itself. Perhaps there are no 
regulations for the use of the files. 
Overcrowded drawers are often respon- 


sible for incorrect filing. The same ap- ‘ 


plies to poorly guided and tabbed 
drawers and folders. Insufficient guides 
slow up the filing and finding process. 
Poor lighting in the fileroom is a factor 
to consider. Lack of cooperation be- 
tween the fileroom and other depart- 
ments is responsible for errors. The 
practice of executives retaining ‘papers 
in their desks instead of sending them 
to the files is one of the most disheart- 
ening situations confronting file person- 
nel. Hours of time are wasted hunting 
for material that has never reached the 
fileroom. 

For the above reasons it is well to 
acquaint yourself with every known 
safety measure. Only about one paper 
out of every ten sent to the file room 
is ever called for again, but sometimes 
that tenth paper is lost or mis- 


ti ut “3 


pL fete . 





¥3 








Part of an installation of 1500 Convoy Check 

Files (left) housing time cards at Nash- 

Kelvinator Corp., Refrigeration Div., Detroit. 

Files are stacked 22 high without intermediate 
supports. 


ine i 4 F i 


Tse Mey 6 





Some 200 tub files by Monarch Metal Products, Inc., house between 4!/2 and 5 million 
tabulating cards at Philadelphia Naval Shipyard. 
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placed. When it is discovered that 
something is lost, a special folder 
should be placed in the regular position 
of the lost folder. This may be a col- 


ored folder or it may simply be marked 

“Lost.” In this folder list all of the 

information you can gather about the 
(Continued on page 81) 





MATERIAL FILED 


ENCOMING CORRESPONDENCE 


FILE DEPARTMENT RECORD 


MONTH OF 








OUTGOING CORRESPONDENCE 





NON-CORRESPONDENCE 





OUPLICATING MASTERS 





REQUISITIONS 





CROSS REFERENCES PREPARED 





FOLLOW-UPS 
PRESIDENT 
VICE PRESIDENT 
SECRETARY 
TREASURER 
(DEPARTMENTS) 
ETC. 
ETC. 
ETC. 


TOTAL 





NEW PROCEDURES AND ACTIVITIES: 





RECORDS SENT TO FILEROOM WHICH SHOULD HAVE BEEN ROUTED ELSEWHERE 


SUBMITTED BY: 











Sample of a file department's monthly report form. 
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| I; this your bottleneck? 





Today's faster business 
pace makes one fact clear. In 
many companies the regular ex- 
terior telephone system is not \ 
enough! It may actually be a bot- 
tleneck! Kellogg SELECT-O-PHONE 
will break that bottleneck! 


Automatic, requiring no operator and inde- 

pendent of your switchboard, SELECT-O-PHONE 

is the modern means of transmitting orders, of 
exchanging ideas with individual executives or 
groups inside your business - instantly, privately, and 
continuously - without interference with your regular 
telephone! 








MAIL COUPON TODAY! 


PP see eseee8 S888 28 28888888888" 
K - i i 0 rh S § SELECT-O-PHONE DIVISION, Dept. 10-L ; 
Kel Switchboard and Supply C a 
rite d Cleeve Ave., Cileans 33, i. 4 4 
B Please rush data explaining how |. can save hours : 
8 and dollars with SELECT-O-PHONE. q 
Seletts O-Phone §: 
g COMPANY 


a 

a 

a ADDRESS 4 

THE /S10€ VOICE OF BUSINESS : 
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FINDING SYSTEM 


«A 


iam VW (0 0 Uy-N 


FOR SPEED, COMFORT, COMPACTNESS 


letely automatic card file. Uses existing rec- lessly at normal desk or counter height at a touch 


° ” 
without recopying or alteration. For standard of the control. Each card tray is only 10” long — 
easy to reach, easy to read — and fast — less 


si cards, sheets, address plates, etc. Amazing than 3 seconds average time. Ask for “proof” or 
production increase on reference and hand or see a convincing demonstration in convenient 
machine posted records. New York Show Room. 


SIMMPLAFIND — on entirely new, motorized, SO EASY—everything comes to you effort- 
e 
° 


SIMPLA RESEARCH AND MFG, CO., INC. 
425 Fourth Avenue, corner 29th Street New York 16, N. Y. 


SEND ME SIMPLAFIND FACTS 


i * GET 
Ree PROOF 


ADDRESS 


Ce es 








Phone: LExington 2-9250 


Sir maromte manaomnar suse oe 


OT 


ridin 
cals 


cmc Satan ot tang <n 


eis ack 











Meneses 
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A continual flow of visitors passed through this main entrance to New York's Grand Central 
Palace during the National Business Show, Oct. 22-27. 


Over 89,000 Attended New York's 
National Business Show 


HE Armed Forces joined office 

equipment manufacturers who ex- 

hibited at this year’s annual National 
Business Show in Grand Central Palace, 
New York, from Oct. 22 to 27. The 
show was themed to Manpower, Ma- 
chines and Methods for greater office 
production with less help during the 
present defense program and the demon- 
stration of some of the many familiar 
office machines, as used by the Army, 
Navy and Marines, attracted much 
attention. There seemed to be more new 
exhibitors this year, especially smaller 
firms, which gave the show an aspect of 
greater variety. Total attendance was 
89,052 and exhibitors expressed the 
opinion that this annually highest con- 
centration of persons concerned with 
office work was the most interested audi- 
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ence ever to attend a National Business 
Show. Exhibitors also told the show’s 
management that genuine results were 
obtained. 

On the subject of “Office Management 
and Techniques in the Armed Forces,” 
military spokesmen outlined steps being 
taken to increase the efficiency and pro- 
duction of military offices by using the 
latest office procedures and methods to 
reduce military office personnel and 
allow them to return to combat posts 
in the field. These spokesmen were hope- 
ful that 15% could be released from 
military offices by the increased use of 
office machines. 

Following the precedent it established 
in the 1950 show, the National Business 
Show again employed integrated design 
to give the exposition an overall sense 


77 








Nk 


thet New Maustey 

Bed Government 

et bette: production 
FASTER’ 


of entity, giving exhibitors better back- 
grounds at minimum cost. Exhibits 
were guaranteed a maximum exposure 
to the general public as the traffic flow 
was controlled to persuade visitors to 
enter the actual exhibit area rather than 
wander casually through the aisles. 


An important feature of the show 
took place in a specially constructed 


auditorium on the mezzanine which 
seated 500 persons. Here throughout 
the week was presented the Office Week 
Forum, a series of seven forum sessions 
conducted by authorities in the business 
and education fields. Prominent execu- 
tives and educators representing leading 
associations exchanged progressive ideas 


J. W. Haslett, man- 
ager, methods and 
statistics, Shell Oil 
Co., addressing one 
of the Office Week 
Forums at the Na- 
tional Business Show. 
Chairman E. Lester 
Phy, Continental Can 
Co., sits at left. 


Rudolph Lang (left), 
managing director, 
National Business 
Show, with members 
of the armed forces 
in front of the 
show's theme piece 
depicting “Manpow- 
er, Machines and 


Methods.” 





for the improvement of business effi- 
ciency and promotion of better office 
management. 

Rudolph Lang, managing director of 
the show for the Office Executives Assn. 
of New York (New York Chapter of 
National Office Management Assn.), is 
to be congratulated on producing such 
an attractive exhibit. Inducing manu- 
facturers beset with material shortages 
to expose their products to prospective 
buyers was not an easy task and the 
obstacles which Mr. Lang and his staff 
were called upon to overcome should 
provide them with the experience to 
produce many fine business shows in 
New York. 


OFFICE WEEK Fa 
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“What if your business 
lost its ‘memory’? 





1 “SEE THESE ASHES? They’re 
my accounts receivable, my tax 
tecords, my inventory and pay- 
roll records—the ‘memory’ of 
my firm. I can’t operate a busi- 
ness that has lost its ‘memory.’ 


4 “SURE | HAD fire insurance! 
But in order to collect fully I've 
got to prepare a proof-of-loss 
statement. Could you do it if 
your records were destroyed?” 


3 “AND THIS heavy-walled, old 
unlabeled safe fooled me, too. 
tection. I didn’t know buildings Such safes act as incinerators once 
like this only wall-in and inten- the temperature gets above 
sify a blaze that starts on the 350°F . only % as hot as a 
inside of an office. match. They cremate records. 


2 “| THOUGHT this fireproof 
building was a guarantee of pro- 


You’re risking the entire future of your business if you keep 
irreplaceable records in an old, unlabeled safe or metal 
cabinet. Imagine yourself suddenly deprived of your accounts 
receivable led ers, your tax and inventory records and other 
vital papers. You'd be up against it and no mistake! 


Remember this fact: 43 out of 100 businesses 
that lose their records by fire never reopen. 


Stop gambling right now! Get positive protection for your 
records and the future of your business with a modern 
MOSLER “‘A’’? LABEL RECORD SAFE. The ‘‘A”’ Label tells you 


that this safe has passed the independent Underwriters’ 


Mosler “A” Label Record Safe with 
built-in money chest for combined 
protection against fire and burglary 


Laboratories, Inc. severest test for fire, impact and explosion. 
It’s the world’s best record protection! Look for this label on 
your safe. 


*% Mosler Safe “”” 


HAMILTON, OHIO Since 1848 


World's largest builders of safes and vaults .. . 
Mosler built the U.S. Gold Storage Vaults at Ft. 
Knox and the famous bank vaults that withstood the 
Atomic Bomb at Hiroshima 


The Mosler Safe Company 

Department 0-12, Hamilton, Ohio 

Please send me free booklet giving the latest authentic 
information on how to protect the vital records on which my 
business depends. 


Mail coupon NOW for informative, free booklet 
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for the“up and coming” young men in your office... 


Byam eee 


nes 


ww va 
AEA Md / J Finger-Lift 
Jr. Executive Chairs 
The COSCO “Finger-Lift” Jr. Execu- 
tive Chair brings true custom-built com- 
fort, convenience, and styling into your 
Office . . . and at prices which only 
COSCO’s mass-production facilities 
could make possible! 
Six easy adjustments made without 
tools—more than any other comparable 
chair—fit this COSCO chair to the indi- 
vidual’s own physique, his own work 
‘ habits, and his own ideas of comfort ... 
he works comfortably, efficiently, in 
“his” chair. 
Tubular steel construction; all-steel, 
saddle-shaped seat, cushioned with foam 
rubber latex. Seat and backrest uphol- 
stered in “Fabrilite’’—green, brown, ma- 
roon, or gray—with armrests in matching 
colors. Baked-on enamel finish in gray, 
brown, or green. At leading office furni- 
ture stores. Ask for a demonstration. 
HAMILTON MANUFACTURING CORPORATION 


ee Lana 


COLUMBUS, INDIANA 
Also makers of famous 
COSCO Household Stools, Chairs and Utility Tables 


Model 17-A COSCO 
“Finger-Lift" Jr. Exec- 
utive Chair, $48.45 


($50.95*). Also avail- 
able without arms 
(Model 17-T) $43.95 
($45.95*). 


UPA 


Office 
Chairs 


Good seating . . . in good taste 
» « «is good business 





Also—COSCO “Finger- Also— COSCO "Form- 
Lift” Secretarial Chairs Fit'’ Side Chairs, with 
with fixed back, $29.95 arms, $29.95 ($31.25*). 
($31.25*). With spring Without arms $23.95 
back $31.95 ($33.45*). ($25.25*). 


*Price for Florida, Texas and Western states. 
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of Filing 


(Continued from page 74) 


lost material. Also, check with each de- 
partment and try to locate the lost 
folder. 

The charge-out is a must in all file 
departments. This includes the use of 
out cards and requisitions. There can- 
not possibly be any control over records 
if they are not accounted for by out 
* ecards. All material that is requested 
or called for should be accounted for 
by placing the out card in the folder 
in place of the withdrawn material. 
Papers charged out to a certain person 
are not to be lent to someone else with- 
out notifying the file department. 

The follow-up is a service that the 
file department may render to all the 
executives and provides an incentive to 
them to send material to the fileroom 
promptly instead of retaining it in their 
desks, for they are ‘assured it will be 
delivered to them at the time desired. 
Anyone desiring a certain paper on a 
specified date should mark in the up- 
per righthand corner of the paper 


“The boss never did like that color.” 
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THIN 
PAPERS 


Reduce 
MAILING 
TYPING 
FILING 
Costs. 


| Use 
THEN’ OPA PER & 
Air Mail Bond 
Clearcopy Onion Skin 
Fidelity Onion Skin 
Laid Thin Papers 
Prestige Onion Skin 


Superior Manifold 
WWobbet@seoloceget- 


SEND FOR SAMPLES 


ESLEECK 


Manutacturing Company 


Turners Falls, Mas¥ 








Take the axe to office costs 


with Royal Electric Typewriters! 
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Ws EXECUTIVE wouldn’t like to increase letters 
per typist . . . get out more invoices . . . boost 
stencil-cutting . . . free typing personnel for other work? 





You can do these things with Royal Electric Type- 
writers in your office. 





And not much figuring is needed to see how in- 
creased production can chop office costs. 


Nor is much thought needed to understand how mo- 
rale and job satisfaction rise, when typists turn out 
more work .. . better work . . . with Jess fatigue. 


Royal makes the finest, most rugged, most depend- 
able writing-machines ever built.-They stay on the job 
longer with less time out for repairs. And the Royal 
Electric Typewriter is made by the world’s largest 
manufacturer of typewriters. 


Ask your secretary to fill in and mail the coupon. 


" 
Royal Typewriter Company, Inc., Dept. 414 
CYAL 2 Park Avenue, New York 16, N. Y. 
I should like a copy of the brochure, “Picture of 


Progress,” describing the Royal Elecric. 
STANDARD « PORTABLE « ELECTRIC 


| 

| 

| 

Made by the World's Largest Name | 
| 

J 





Manufacturer of Typewriters Company 





Address 





(hiss sn * “dae ncn: ‘uli Sian’, “apa aii’: ion tious 
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THE NEW AJAX ELECTRIC 
QUICK-SET MACHINE 


Designed for rapid change of 
numbers. Extremely reliable and 
positive in nature. Almost 2" of 
space available into which figure 
wheels, letter wheels, date wheels 
and barrel wheels can be in- 
serted. Up to 15 wheels can be 
provided. 


Locating guides and special 
platforms for proper registration 
on all kinds of business forms can 


be furnished. 


Send for complete catalog on all 
types of timing, dating and num- 
bering machines 


AJAX TIME STAMP CO., Inc. 


MANUFACTURERS 


368 BROADWAY 
NEW YORK 73, N.Y. 





“FU,” designating the date: desired with 
signature or initials. When this reaches 
the fileroom, the notation is seen and 
the proper steps are taken to assure de- 
livery of the paper. A tickler file may 
be used for this purpose. This is a 
5” x 3” ecard index file, using months 
and days as guides. On the card is 
written the file number of the material 
requested, the date and the person to 
whom it is to be sent. Each morning 
the ecards for that particular day are 
checked, the material collected and de- 
livered. An out card is placed in the 
folder. 

In some instances, the tickler system 
is not foolproof. Another person may 
request this same material before the 
follow-up date. It is withdrawn from 
the files for the second person. On the 
day you prepare the follow-ups you 
will discover the material is out. To 
meet just such emergencies a different 
system has been discovered which is 
more satisfactory. Have some 5” x 3” 
slips of paper printed or duplicated as 
on page 71. When you receive material 
marked for a follow-up, immediately 
place an out card in the folder on 
which you write the date of the follow- 
up and the person’s name. Then fill in 
the information on the slip, attach slip 
to the cover of the folder in which you 
place the material. Then file the folders 
in chronologic order in a special follow- 
up drawer. In this way, your material 
is already collected, your follow-ups are 
in order for each day, and if someone 
else needs to see the material before the 
follow-up date, you can show it to him 
but retain it in the fileroom if at all 
possible. The slip should be signed by 
the executive or secretary upon receiv- 
ing the material and filed as evidence 
that the follow-up was delivered. 

Cross references should be used 
whenever the record clearly indicates 
more than one subject or name.- How- 
ever, they should be limited to those 
absolutely essential to finding and not 
used haphazardly. The use of too many 
cross references denotes poor indexing 
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Which File 
of Papers 


Rid your files of soft folders and loose filing, with 


ACCOBIND FOLDERS 


“ACCO-bound Papers are SAFE Papers” 


Accobind Folders of fine pressboard 
incorporate the ACCO Fastener of 
smooth pliable steel for the all-im- 
portant safety factor. Each paper, 
punched and placed over the prongs 
of the ACCO greens Eager en 
pro’ lace in the fol y date, 
Bs lh or other required sequence, 
and is not subject to accidental loss 
or misplacement. 


The unique Accobind transfer 


feature enables the bound units to 
be withdrawn from the metallic 
holding device in the folder, to be 
placed — ready-indexed — in the 
transfer file. With a new Indexing 
Sheet and ACCO Fastener intro- 
duced into the slideway of the 
Accobind Folder, it continues on, 
year after year, to give you a 
supremely fine filing-binding service. 


- Au goed statieners have Accobind Folders and Acco Fasteners (30 styles) for your every need. 


ACCO PRODUCTS, INC., OGDENSBURG, N. Y. 
In Canada: Acco Canadian Co., Liéd., Toronto 
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Today’s Keen-Minded 
Business People Prefer 
the 


LIGHT TOUCH LEAD 


“Using a pencil all day is less tiring 
with Mongols—they’re so smooth- 
writing” ...says Ticket Agent 

W. A. Carr, San Anselmo, Cal. 


“It’s less work for me when an office 
uses Mongols—they don’t need sharp- 
ening as often” ... according to 
Jim Powers, Office Boy, Lubbock, Tex. 


What’s their preference after writing 
all day? MONGOL Pencils! For smooth- 
ness...strength...longer wear—specify 
world-famous Mongols! 


Amazing 
LIGHT TOUCH LEAD 


...exclusive with 





e 


»y EBERHARD FABER 


TRADE MARKS REG. U.S. PAT. OFF. 





in many cases. A simple letter-size 
sheet is used for cross references. It 
may be printed or duplicated on colored 
paper. The upper righthand corner 
should have the space for the file num- 
ber of the cross reference and the lower 
righthand corner the file number of the 
original record. 

Card indexes are a double check for 
quick finding. The card index should 
be kept up daily and should be com- 
plete so that you may collect all ma- 
terial on any one subject without hav- 
ing to hunt for the records. 


Running lists are valuable for cor- 
respondence finding. A file supervisor 
may think this takes too much time, 
but in reality it is much time saved 
in the long run. If kept up day by day, 
it is a matter of only a few minutes 
per hundred pieces of correspondence. 
A running list is not only a valuable 
aid to rapid finding, it is a protection 
for the file department, as well as re- 
vealing the volume of work handled 
for statistical purposes. 


The diagram (page 71) shows what 
the running list is. These sheets are 
placed in a loose leaf ring binder, with 
protruding tape tabs. The number (of 
the month date) should be written on 
both sides of the tab for quick handling 
of the sheets when listing the corre- 
spondence. If more than one month’s 
correspondence is kept in one book, a 
cardboard divider should be used. 


There is, of course, no such thing as 
a 100% centralized file simply because 
there are certain files which must be 
segregated—files such as a president’s 
personal file, personnel files which are 
not open to the public, and other files 
containing material which is without 
question of value to only one depart- 
ment. 


However, offices of every kind are be- 
ginning to realize the advantages of a 
central file department. With central 
filing, material of general interest is 
conveniently available to all depart- 
ments. It eliminates the overlapping 


' and duplication of operations, trans- 
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with Clear, Sharp 





USE 


TARA 


aLislinguished 
CARBON PAPER 


Do you have to squint and squirm when you try to decode words 
and figures on illegible carbon copies? Then you know how 
irksome it must be when dim, smudgy copies of 

orders, sales reports, quotations or other data 

are read by various members of your 

organization. TARA Carbon paper elimi- 

nates ‘‘Squint-Eye-Tis” — makes every copy 

legible, easy ta read. 100% rag 

tissues and exclusive silver-shield non-curl 

backing make TARA lie flat, saves typist’s 

time in handling. Erasures are neat...retyping 
unnecessary. And surprising as it may seem, 

TARA costs less, yet out-performs old 

lines in every way. 





Make the “SQUINT-EYE-TIS” Test! THE AMERICAN CARBON PAPER CORP. 
a Pra aga = “ “nna _ SEND FREE — of ' 
Free samples without obligation. ‘PAPER and prices for use an 


typewriter for {number of)copies. 


MAIL COUPON Now 








Nearly everyone needs more time! 


TIME-MASTER doubles your capacity! 
Busy people everywhere have acclaimed 
the new TIME-MASTER as the greatest dic- 
tating machine in history. 


Light, compact, portable, it is the out- 
standing all-purpose dictating machine of 
hundreds of uses in the office, the home, 
on business trips. Wherever information 
or ideas have to be recorded or relayed, 
TIME-MASTER is the solution. 


Key to its remarkable versatility and 
time-saving qualities, is the Memobelt—a 


unique mailable, fileable record. 


A revolutionary recording medium, 
Memobelt is a flexible plastic band that 
records and reproduces every sound, even 
a whisper, with complete clarity and ac- 
curacy. 


Ask your local Dictaphone man for a 
demonstration of how TIME-MASTER can 
save you time. 


DICTAPHONE 
CORPORATION 


“Dictaphone” is a registered trade-mark of Dictaphone Corporation 
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actions and records. Better service can 
be given if responsibility for the care 
of records is placed in one person in 
charge of files. Centralized files mean 
uniformity of methods, economy of time, 
equipment and supplies. Much time also 
is saved for the executives. 

Departmental files have the advan- 
tage of having a certain department’s 
material close at hand, and certain de- 
partmental work calls for certain types 
of filing—such as the accounting de- 
partment. But considering the situation 
from all angles, it has been found ad- 
vantageous to consolidate as much of 
the company’s material as possible in 
a central fileroom. Before any cen- 
tralized system can be successful, a 
manual of instructions must be 
adopted; the practice of retaining pa- 
pers in one’s desk must be discon- 
tinued; access to the files should be lim- 
ited to the file personnel; and complete 
backing of the highest authority must 
be obtained. 


An important factor in maintaining 
an active, efficient file department is de- 
termining a definite schedule for reten- 


tion or disposal of records. It is time, 
space, money wasted to keep (or even 
file at all) useless material. The sooner 
this is learned, the sooner you may ex- 
pect a smoothly operating file depart- 
ment. 

It is customary to keep the active, 
current material in the top drawers of 
file cabinets, and the preceding material 
in the lower drawers. This is all right 
for perhaps one year, but then some- 
thing must be done with the material 
in the lower drawers. Shall it be trans- 
ferred to storage or shall it be de- 
stroyed? It is not the duty of the file 
supervisor to make decisions concern- 
ing the disposal of records. A commit- 
tee should determine when and how the 
records are to be disposed of. But the 
file supervisor can be of great assist- 
ance to the committee if she has care- 
fully analyzed the material and the use 
made of it. She should point out her 
findings and make recommendations. 
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: ‘east decided, 
> Aalst you! 


BECAUSE YOU 

HAVE DESTROYED 
IMPORTANT 
RECORDS...IT COULD 





7 HAPPEN! 
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STORAGE BOXES 


e Keep inactive records safe, 
clean, and accessible the 
low-cost LIBERTY way. Over 
90,000 firms are using LIBERTY 
BOXES. 25 stock sizes for 
every popular form. 


FREE BOOKLET! 


1. Tells you how long to keep 
NM specific records. ‘ 






































2. Shows the best procedures 
in record storage. 


MAIL THIS COUPON TODAY 


Please send me a free copy of your 
“Manual of Record Storage Practice." 


BANKERS BOX COMPANY 
Established 1918 
720 S. Dearborn Street, Chicago 5, Ill. 

















Introducing ... 
THE NEW 


&@> Level Unit.. 


another 


ViSIrecord 


exclusive 


UP go record keeping efficiency and production 


DOWN go labor costs, operator fatigue, space waste 


The new “i-Level” unit comprises a tub, and a drawer immediately 
underneath. When the drawer is withdrawn from the housing a 
touch of the foot automatically raises it to eye-level—ideal for hand 
or machine posting. 


The “i-Level” unit is the latest development in the industry for 
break-down in handling peak loads. Two units in one—the lower 
section mounted on a mobile chassis becomes an individual unit for 
combined or separate operation. 


ViSIrecord The World's Fastest Visible Record Keeping System 


ViSIrecord, Inc. 


lrec, 

801 Second Avenue e Operates faster is ey 
New York 17, N. Y. 

Please send literature e More accurately 


Come see us (] 


Company 


° Inless space 
i 


The Brains of Your 
Business 
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The length of time for retaining pa- 
pers depends upon several things. The 
Statute of Limitations in effect in your 
particular state is the basis for the 
length of time to retain such things as 
checks, claims, bills of lading, ete. All 
other material that is not listed by law, 
should be examined and categoried. 
This will fall into one of the four cate- 
gories: essential, important, useful or 
unimportant. 

The unimportant should be destroyed 
immediately. Extra copies should be 
disposed of. The useful material may 
be retained for another short period 
of time and then re-examined. In a 
year hence, it too may have become un- 
important. The important material, if 
not called for except on rare occasions, 
might be sent to a storage house, or 
housed elsewhere in your own physical 
plant. The essential material would of 
course be retained in the fileroom. 

Periodicals, releases, etc., should be 
filed in such a manner that only the 
quantity required by the schedule of 
retention is maintained. Thus, this ma- 
terial remains at a uniform size. Place 
the latest copy at the front and as you 
add one to the front, remove and de- 
stroy the one at the back. 

Methods of transfer or disposal in- 
clude: 

1. Material may be sent to storage. 
Each box must be numbered and the 
contents listed. An index of all ma- 
terial with the box numbers is kept in 
the fileroom. 

2. The double capacity method may 
be adopted, as described above—using 
the lower drawers for the older ma- 
terial. 

3. Microfilming is a means of pre- 
serving the contents of records in the 
minimum of space. 

4. Material that is unimportant 
should be destroyed. 

5. Records of lasting importance and 
interest should be bound for permanent 
safekeeping. 

An excellent picture of the service 
the file department has rendered is pos- 
sible by submitting to the officers a 
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CALCULATING MACHINE CO. 
2118 Land Title Building 
Philadelphia 10, Pa. 
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For Permanent 


Record Storage 


Convoy CHEM-BOARD STOR- 
AGE F are permanent 
Files, not a substitute. Chem- 
Board is the product of Con- 
voy’s exclusive process for 
making raw corrugated fibre 
board flint hard and rock 
strong. See the File features 
below. The Files cost and 
weigh about half as much 
as steel files; cost less than 
some corrugated files. See- 
ing is believing. Write for 
name of nearest dealer... 
CONVOY, INC., P. O. Station 
B, Box 216-H, Canton 6, 
Ohio. 


14 Standard Sizes 





Supports 
over 540 pounds 
and operates easily! 


FEATURES .. . Stack to ceiling ® Positive 
drawer stops ® Easier operation on wax-like 
surface ® Mate together vertically ¢ Tie 
side-to-side and back-to-back ® Repel vermin 
@ Moisture doesn’t weaken them @ Can't rust. 


CONVOY cen -Coard/ 
STORAGE FILES 





monthly service record. To produce 
such a record takes but a few minutes’ 
time each day and in many organiza- 
tions the record has been the means of 
gaining such cooperation from the 
heads of the departments as had never 
been possible before. It serves as a 
check on the volume of work accom- 
plished, it shows the trend of business 
during the year—the peak times and 
the slack times. Most important, it 
opens the eyes of executives to just 
what goes on in the file department. 
They come to realize that filing is much 
more than placing records in a file 
cabinet. (See form on page 74.) 

To prepare your monthly report, 
some daily sheets should be duplicated 
for your work papers. From these, it 
is a simple matter to prepare the 
monthly record. From your Correspon- 
dence Running List you can jot down 
the number of incoming and outgoing 
letters which were filed each day. Count 
the pieces of non-correspondence ' and 
record that number on your work sheet. 
The same procedure is followed for 
stencils, cross references and records 
which were sent to the fileroom which 
should have been routed elsewhere. In 
the space titled Cross References keep 
a record of each one prepared each day, 
Make a check mark after Requisitions 
each time a person calls or comes to 
the fileroom for something. Your fol- 
low-up slips are counted each day in 
preparation for the final monthly 
count. 


If, during any month, you have dis- 
covered some new method of operation, 
some new service that directly or in- 
directly effects a savings, a new activity 
that you have put into practice, a new 
type of supplies, or if a new file has 
been set up, list these on a separate 
sheet of paper and attach to your 
monthly record. 

In daily fileroom work you may be 
tempted at times to discontinue the 
practice of many of the little details 
suggested here. Card indexing may be- 
come a bore. Keeping up the Corre- 
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ORDER YOUR COMMERCIAL CONTROLS 
PARCEL POST SCALE NOW! 


Complete 
with New 
Postal 
Rates 


30 pound All-Purpose 
Scale also available 


{ames 
OnIrds 


CORPORATION 








| T«<, 
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COMMERCIAL CONTROLS CORPORATION, Dept. 0-121 
1 Leighton Avenue—Rochester 2, N. Y. 
| would like a demonstration. 


Name 














Firm 
Address 
City 




















DAILY 
wiol BANK STATEMENT 


Stock forms to fit 


FOR EVERY RECORD—A WAY TO KEEP IT. 
BROOKLYN 1, N. Y. 


Standard Boorum & Pease Commercial, Bank 
and Business Forms are designed to fit your 
standard record-keeping needs. Designed with 
the cooperation of accountants, they are clean, 
convenient, time-saving—readily expandable 
without loss of system continuity. They have the 
completeness you would want if you personally 
designed them. Ask your stationer for samples of 
B & P stock forms in which you are interested. 

He can also supply, through our special department, 
ruled and printed forms to fit specific requirements. 
Ask him about this service. 
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spondence Running List may seem 
tedious. Making countless new tabs and 
folders may get monotonous. A hundred 
and one things may seem useless and 
may even seem to be a waste of time. 
But, all of these details combined are 
the things that make possible an effi- 
cient file department. 

Every suggestion and method de- 
seribed in these pages has been tried 
successfully. It has been proven that 
the few extra minutes spent on the 
daily details save many hours of wasted 
time later on. File work can be one of 
the most fascinating and interesting 
phases of a modern office. You will feel 
well repaid for all the routine work 
onee your file department is rendering 
all round efficient service to every other 
department in the organization. 


SKELETON OF 
A FILE INDEX 


(Explanations in parenthesis 
are not part of the index.) 


Ol- XXX Company (Name of YOUR 
company) 

01-0 General 

01-10 Executive Officers 

01-100 Board of Directors 

01-150 Stockholders 


01-200 XXX Committees 
-201 
-202 (A number for each committee) 
-203 
Etc. 


01-300 ORGANIZATION, HISTORY & 


FUNCTIONS (Precedent File) 


01-400 XXX Documents (not executed) 
(Sample of each company docu- 
ment, revisions of same, actions 
taken by Directors on docu- 
ments, etc.) 


CONTRACTS & AGREEMENTS — 
Executed 
(All leases, in fact, all signed 
agreements of every sort—ex- 
cept Insurance Policies) 
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Fey CAN'T TIP! 


Machines can't become crash victims” on this 
stand! U-bar reinforced arched-strut design is 
super-rigid . . . will not er or tip in col- 
lision, Has more safe leg-room . 
or exposed bolts. 
EXCLUSIVE MAGIC-LOK WINGS 

The sturdiest — fastest — simplest top expansion 
known! Pull, it drops! Push, it locks! No 


springs, braces, brackets. Available for right, 
left or both sides. 


+ mo corners 


Model 86 TD 
MACHINE STAND 
Handsome, rugged 
streamlined tubu- 
lar design. Saves 
50% on desk costs. 
Lessens operator 


fatigue. See the 
complete line. 


IMMEDIATE DELIVERY 


MEILINK STEEL 
SAFE CO. 
TOLEDO 6, OHIO 


Manutacturers of insulated products for over 50 
years — Sales for Home and Office 








FROM COAST TO COAST - 


The Finest 


IT’S FAST — 
FEATHER TOUCH OPERATION 


ADDO-X offers more value per dollar, more 
lasting customer satisfaction. Simple keyboard, 
easy operation means greater office efficiency. 
The symmetrical keyboard makes fingers literally 
dance—live ‘'single-purpose" function keys add 
speed, increase accuracy. ADDO-X is fast be- 
coming the most wanted adding machine in the 
country. You'll want to show it to your customers. 


@ MODERN DESIGN FOR THE MODERN 
OFFICE 


@ ALL-AUTOMATIC TIMESAVING FEATURES 


@ LASTING SATISFACTION— 
GUARANTEED 


PHONE: Cl 5-6940 


© NEW YORK 19.N Y 


OFFICE FUNCTIONS & PROCE- 
DURES 

Administrative Manual 

Correspondence Manual 

(Other manuals as applicable) 


File Department 
Mailing List 
Premises 
Supplies 


FINANCE (General) 
(This section is not the "Ac- 
counting Department Files") 


Audit 

Price Lists 

Financial Statements 

Operating Expenses 

Personal Expense Accounts 

Company Stock 

Insurance (General) 

Taxes (General) 
(This Finance Section is for 
financial material of a general 
nature which is needed for ref- 
erence by departments other 
than just the Accounting De- 
partment. Accounting Files 
should be maintained in the 
Accounting Department — not 
in the Central Files.) 


LAWS & LEGAL MATTERS 
PROJECTS & PLANS 
REPORTS & STATISTICS 





PUBLIC RELATIONS (General) 


Advertising (Subdivided by type} 
Newspaper 
Radio 


OUTSIDE RELATIONS 
(Such as Charity, Clubs, etc.) 


INDUSTRY 








ACCOUNTING (General) 
Methods & Procedures 
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Your 
Important 
Records 


DOUBLY 
SAFE! 


COLE'S heavy combination 


dial lock automatically locks all 
four drawers simultaneously. No 
keys necessary, only YOU know 
the dial combination. A heavy 
duty Grade "A" Cabinet 
with a progressive ball-bearing 
suspension cradle within a 
cradle. Equipped with safety 
latches and positive side lock 
compressors. 


MAHOGANY, 

GREEN WALNUT OR 

OR GRAY | KNOTTY PINE 
Letter Size Four Drawer $106.90 $121.90 
Legal Size Four Drawer......... 118.75 133.75 
Letter Size Two Drawer 79.50 90.00 
Legal Size Two Drawer 84.75 95.25 


PRICES SLIGHTLY HIGHER IN ZONES I! AND III 


re) § A STEEL EQUIPMENT COMPANY. 
285 Madison Avenue, New York 17, N. Y. 














TYPEWRITER ERASER 
SNAP-ATTACHED HERE 
ALWAYS HANDY 


EVERY TYPIST NEEDS IT! 


Here's the amazing new patented erasing 


shield that everyone's talking about! Made of 
non-curling Vinylite. Long handle and unique 
twin design make it clean and easy to use. 
No more smudging of copies. Excellent for 
Snap Apart Forms. 


| Allen-Quik Twin Erasing Shield $1.00 


6 Allen-Quik Twin Erasing Shields $4.50 
12 Allen-Quik Twin Erasing Shields $8.00 


Delivered postpaid in U.S.A. 
USE COUPON NOW and get FREE SAMPLES OF 
ALLEN’S INDICATOR TYPEWRITER CARBON PAPER 


STATIONERS & DEALERS: Get on the band- 
wagon with this terrific ‘‘door-opener'’. Liberal 
discounts. 


ALLEN & COMPANY 


Manufucturers of Carbon Papers—Inked Ribbons— 
Laboratory Controlled. The home of ‘‘Alco’’ products. 


11-15 Vandewater Street, New York 38, N. Y. 


ALLEN & CO. Dept. 7A 11-15 Vandewater St., N.Y. 38 
Enclosed find $ for Allen-Quik Twin 
Erasing Shields, postpaid with FREE SAMPLES of 
INDICATOR CARBON 


size: 844 x11 0 8«130 


Address 


Our dealer’s name 
and address 
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“Il 
-12 
-13 
-14 


03-100 
03-200 
03-300 
03-400 
03-450 
03-500 
03-600 
03-700 
03-800 


Manuals, etc. 

Legal Measures 
Reference Books 
Accounting Associations 


INCOME 
LOANS & INVESTMENTS 
CREDITS & COLLECTIONS 
TAXES 

INSURANCE 
BOOKKEEPING 
DISBURSEMENTS 
INVENTORIES 


REPORTS & AUDITS 

(Each of the above will, of 
necessity, be broken down into 
the minor subdivisions. Note 
that the large numbers must be 
so spaced that there are suffi- 
cient numbers between each 
block to accommodate all sub- 
divisions.) 


PERSONNEL (General) 
{A separate folder for each 
employee, marked for filing 
"04-JONES", "04-SMITH", etc.) 


APPLICATIONS (General) 

Clerical 

Technical 

Administrative 

(Applications to be filed in alpha- 
betical order within each cate- 
gory.) 

TERMINATED EMPLOYEES 
{in alphabetical order) 





PHYSICAL PLANT 
(Office or factory) 





OPERATIONS 
(Sales, Branch offices, etc.) 





GENERAL CORRESPONDENCE 
(All correspondence that does 
not definitely fall under any ot 
the above headings. This is filed 
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How much money 
out of a 
calculator? 


Even if the money doesn’t fall out /ike 
from a piggy-bank, a Facit calculator soon 
pays for itself and then yields pure 
profit. Facit costs less than any other 
machine in its class, but still does the 
normal calculating work of 5 to 10 men! 
Its simplified 10-key system for all 
types of calculating can be learned by 
anyone in 15 minutes. Count on 
profits— count on Facit, the world’s 
most exported calculator. 


WORLD CHAMPION IN ITS CLASS 


A BUSINESS PRODUCT OF 
AKTIEBOLAGET ATVIDABERGS INDUSTRIER 


v.s. sussioiary; FACIT, INC. 


500 FIFTH AVENUE, NEW YORK 18, N. Y. 
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~ with this 
NEW INK 


and new, 
modern 
way of 
inking 
duplicating 
cylinders 


DRI-RITE 
BLACK 


Duplicating 
INK 


13 
NEW SQUEEZE-IT PLASTIC pong 


pressure n 


i in 
eatly dispenses ink 
n x 


wo OFFSET, NO 
NO SLIPSHEETING, 


Ri- : 
oe yer dries : 
finished job 
sharp legibility. 
a! 





open 
Performance SY 


SQUEE 


aranteed! 


ZE-IT PACKAGE 
prs iD a “COLORS 
: rag “24 GREEN ° LACK 
ewe i in cans. 
ait ies eat nearest jobber. 
Write 


INK SPECIALTIES CO., INC. °C e054 


er Service Bureau 


Toronto, Conada 


alphabetically, a separate folder 
for each company. It may be 
broken down by a color code 
system.) 





iNFORMATION LIBRARY & SUB- 
JECT SURVEY 
(Periodicals, books, etc. Subject 
Survey may include such sub- 
jects as: Labor, Policies, Rules 
& Regulations, Speeches, etc.) 





MEETINGS & CONFERENCES 
(Agendae and minutes of 
meetings) 


09-100 CONFERENCE MATERIAL 
(All materia] pertaining to con- 
ferences, exclusive of the actual 
minutes and agendae) 








10-X EXTRA COPIES FILE 
(Extra copies are filed accord- 
ing to the above numbers pre- 


fixed with '!0-X") 











“Who told you that they corrected 
clerical errors?” 
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ALL AROUND THE OFFICE 


THIS “TAPE TRIO” 
SAVES TIME, 
CUTS COSTS! 


AT EACH DESK— in the mailroom—in the tecting, They stick-at-a-touch, stick-to the- 
stockroom, these three “‘Scotch” Brand tapes job, perform perfectly through the roughest 
do dozens of time and money-saving jobs. . . Condiiteiat Order this handy “Tape Trio” 
mending, sealing, holding, attaching, pro- from your regular supplier today. 


FAMOUS “‘Scotch”’ Brand Cel- so pk bag transparent STRONG “Scotch” a 
e¢ te ” 


lophane aaee No. 600... rand Pressure- Acetate Fibre iy No. 7 
transparent. Seals, holds, splices, sensitive Tape No. 666 has ad- protects documents, blueprints, 
mends quickly and easily. It hesive on both sides. It’s perfect envelopes with a lasting, tear= 
belongs on every desk. Order for attaching endorsements, proof edge...binds booklets) 
tape and tape-saving dispenser riders. Thin but tough, it won’t memo and check pads. Use wit 
... your supplier has both. interfere with writing or typing. “edger” shown above. ; 





QUICK FACTS 
on “SCOTCH” BRAND 
Pressure-Sensitive Tapes 


@ FAST—ready to apply. Need no 


moistening, no activating. L Pressure-Sensitive 
@ ECONOMICAL — reduce waste, save : 
labor time. : Tapes 
@ DEPENDABLE— adhesive grips firmly, 
positively. 











The term “Scotch’’ and the plaid design are registered trade marks for the more than 100 pressure- 
sensitive adhesive ta made in U.S.A. by Minnesota Mining & Mfg. Co., St. Paul 6, Minn. — also 
makers of ‘‘Scotch” Sound Recording Tape, ‘“‘Underseal” Rubberized ting, ‘“‘Scotchlite’”’ Reflective 
Sheeting, ‘‘Safety-Walk”’ ——- Surfacing, “3M” Abrasives, ‘‘3M’’ Adhesives. General Export: Minn. 
Mining & Mfg. Go., International Division, 270 Park Avenue, New York 17, N. Y. In Canada: Minnesota 
Mining & Mfg. of Canada, Ltd., London, Canada. 
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MOTORIZED CARD FILE 


Diebold, Inc., Canton 2,°Ohio, makes 
the Diebold Elevator File which is elec- 
trically operated and will house 30,780 
tabulating or 5” x 3” ecards; 23,085 6” x 


4” eards and 20,520 8” x 5” eards. The 


991, 
22% 


unit measures 


wide, 3834” deep, 
3444” high closed and 4514” high with 
cover open. Cards are filed in removable 
trays each containing 19” of filing space. 
Touching a single 2-way switch moves 
trays either to left or right to locate the 
desired record, or individual push buttons 


can be wired for each tray. File is 
equipped with casters for easy movement 
and sturdily constructed of metal. Safety 
mechanism prevents trays moving when 
hands are in contact with open top of 
housing. In the same space as a standard 
desk, units will house over 60,000 tabu- 
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lating cards for instant reference. Illus- 
trated literature from above address. 


CONTINUOUS RECORDER 

Dictaphone Corp., 420 Lexington Ave., 
New York 17, N. Y., makes a light- 
weight, portable machine for continuous 
recording. Known as the Dictaphone 
Dictacord Continuous Recorder, it is de- 
signed for recording conferences, tele- 
phone conversations, to monitor police 
and fire department calls, radio circuits, 
air-ground communication in _ control 


towers, to route ambulances and control 
transportation, and to record psycho- 
analyses, lectures and speeches. Less ex- 
pensive than Dictaphone’s earlier con- 
tinuous recording model, the Dictacord 
machine weighs only 45 lbs. and can be 
operated remotely. A flip of the switch 
on a control panel, small enough to hold 
in the hand, permits dictation or instant 
playback at the convenience of the 
operator. Small table microphones with 
high-fidelity pick-up are used for con- 
ference recording while a lapel micro- 
phone, 2” in diameter, is used for record- 
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ing lectures and speeches. The recording 
medium is the seamless plastic Memobelt. 
Two of these are inserted simultane- 
ously, the machine automatically switch- 
ing from one to the other to provide a 
full hour of continuous dictation. The 
used belt can be removed for transcrip- 
tion so that typed copies are available 
within a few moments after a meeting 
adjourns. 


FILING SAFE 


Schwab Safe Co., Lafayette, Ind., offer 
a free folder illustrating in color their 
line of Filing Safes for all purposes. 
Schwab Filing Safes carry Underwriters’ 
C fire label and T-20 burglary label so 
their contents will be protected for one 
hour at a temperature of 1700° F. The 


model illustrated has full size, progres- 
sive suspension 4-drawer legal or letter 
size file. Equipped with automatic bolt 
relocking device which operates when 
locking mechanism is damaged and pre- 
vents safe from being opened. The Fil- 
ing Safe is 18%” wide by 53” high by 
30” deep inside and its overall outside 
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dimensions are 2414” wide, 62%” high 
and 3714” deep. Specifications of all 
other models are shown in the folder 
available from above address. 


INFRA-RED DUPLICATOR 


Minnesota Mining & Mfg. Co., ‘St. 
Paul 6, Minn., makes the Thermo-Fax 
Duplicator which will copy four pages 
of solid typing—some 2,000 words—in 
less than two minutes. That includes 
complete time and the cost: Special 
duplicating paper at 5¢ a sheet, 20c; 


plus two minutes of labor at $1.20 an 

hour, 4c; total, 24c. The duplicator is’ 
about one-third the size of a desk and 
is used in normal office light. It oper- 
ates on 110 volt AC with unskilled help 
and needs no darkroom, special masters, 
negatives, developing or drying of the 
copy. A single page to be copied is 
placed in the duplicator together with 
a single sheet of Thermo-Fax copying 
material. The cover of the’ machine is 
closed, a button pushed and in approxi- 
mately 10 seconds the copy is produced. 
It is not intended for duplicating in 
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large quantities and is not designed to 
provide the fineness of detail expected 
from a photograph. The Thermo-Fax 
Duplicator is intended simply to produce 
one to 10 readable copies in a hurry, 
at very low cost without fuss, muss, or 
bother. Over 120 of the duplicators are 
already in use as a result of the ex- 
ploratory sales program that began in 
February, 1950. Immediate delivery is 
now quoted on the paper and 90-day de- 
livery on the machines. The paper sells 
at $4.04 to $5.05 a hundred sheets de- 
pending on quantity; the duplicators at 
$525 each. The average user can copy 
over 120 sheets per hour. Copying is 
done with infra-red light. On the page 
to be copied, the white space reflects the 
light, while the printing or typing ab- 
sorbs the light and converts it into heat 
which is transferred to the heat-sensi- 
tive Thermo-Fax sheet, reproducing the 
original printing. Both sides of pages 
printed on two sides can be reproduced 
independently. 


SECTIONAL CATALOG UNIT 


Buchan Loose Leaf Records Co., 100 
E. Madison Ave., Clifton Heights, Pa., 
makes the Buchan expandable, loose leaf 


sectional pricing catalog unit with 
swivel base “for use where frequent ref- 


el 


erence work is involved, especially quo- 
tation and telephone order desks. De- 
signed to give proper angle to sheets for 
easy reference from sitting position. 
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Similar units, with sheets at lower pitch, 
are designed for counter use when ref- 
erence is from standing position. Made 
in 6” and 9” capacity basic units, also 
in combination multiples. Heavily 
weighted swivel base with felt bottom 
is available for units with up to 21” 
capacities. Individual 1” capacity sheet 
holders accommodate material with 
standard punchings and are easily re- 
movable for special reference or quick 
sheet changing. Other types of loose 
leaf catalog units, salesmen’s binders, 
cases, specialized sales equipment, stock 
control systems, and supplies are also 
available. 


CHART-MAKING KIT 


Chart-Pak, Inc., 104-L Lincoln Ave., 
Stamford, Conn., offers prefabricated 
draftsman-drawn Chart-Pak products to 
eliminate much of the drudgery in 
drafting. Nor do you need a draftsman 
to chart statistical data. Almost any 
office personnel can make charts and 
keep them up-to-date easily and quickly. 
This handy method consists of a non- 
flammable Vinylite plastic board with 


grid lines in non-photographic blue, the 
necessary tape for bars to show com- 
parisons, and rectangular boxes for or- 
ganization and flow process charts. For 
continued use, the completed chart can 
be photo-offset or photocopied, the ace- 
tate gummed tapes peeled off and a new 
chart made on the board from the rolls 
of tape provided. Corrections and 
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changes can be made simply by remov- 
ing the bar or rectangle in question and 
replacing it. For floor plans, templates 
representing office furniture and equip- 
ment and the working space required for 
each piece, scaled 44” to the foot, are 
laid out in the desired arrangement. 
Then the templates are stripped of their 
adhesive-protecting backing and secured 
to the board. Partitions and windows 
are made of tape. Available in kits for 
the various applications, or separately, 
the materials include mounting boards 
22” by 32” or 12” by 18”, protective en- 
velopes made of clear Vinylite sheeting 
for either size board, tape knives, im- 
plements for removal of backing from 
tabs and templates, etc. 


ENGRAVED LETTERHEADS 


Dewberry Engraving Co., 801 South 
20th St., Birmingham 5, Ala., offer to 
customers of engraved letterheads a spe- 
cial service which supplies a free design, 
free die and free proofs at a rate of $12 
per thousand. Dewberry will design a 
new suggested letterhead, to be genuinely 
engraved, for inquirers who submit their 
present letterhead. 


FILING-POSTING UNIT 


Visirecord, Inc., 801 Second Ave., New 
York 17, N. Y., announces the i-Level 
metal filing and posting unit which 


sosecre geome age 
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allows the lower filing compartment to be 
raised to posting position to give the 
operator access to both upper and lower 
compartments at eye level. Placing all 
material at proper height for use lessens 
fatigue. The two compartments are 
separate units and the lower mobile unit 


ean be easily rolled to any desired locay 
tion for independent use in peak periods 
Operation of the entire unit is simple and 
requires no strain or effort. The bottom 
unit is raised by touching a foot release 
and locked into position with a level 


Entire unit can be covered and locked 


TYPIST’S KIT 

Brushmakers, Ine., 529 
8S. 7th St., Minneapolis % 
Minn., are introducing the 
Steno-Kit containing three 
stenographers’ toolsin 
an atttractive package: 
Typemaster type cleaning 
brush, Handimaster ma- 
chine dusting brush, and 
Stenomaster adjustable 
eraser with brush. The 
manufacturer states that 
with Steno-Kit, the ste- 
nographer drycleans her 
typewriter. No solvents are 
used on the type and the 
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YOU NEED THIS COMPLETE 
MANUFACTURER'S 
CATALOG — 


To help you select the 


filing supply items best 


suited to your file room. 


Do you know— 

—that in letter size 25 division 
alphabetic guides, Oxford makes 
8 different basic styles, from 
ae manila to steel tab press- 


oard? 


A similar wide variety is avail- 
able in folders, index cards, card 
guides, expanding envelo es, 
aa transfer files in the Oxtord 
ine. 


Sold through office supply dealers every- 
where. 
SSSSSSSSSSSESSRSSESESSESSSEESESRESESSESeeeeeeee 


OXFORD FILING SUPPLY CO., INC. 
Clinton Road, Garden City, N. Y. 
Send catalog to: 


City & State ...... j 


Sole manufacturers of PENDAFLEX, 
The filing folder that hangs. 








nylon brushes wash easily in solvent or 
soap and water. 


LETTERHEAD DESIGNS 

Gilbert Paper Co., Menasha, Wis., of- 
fers a free brochure, ‘‘Lithographed 
Letterheads of the Year,’’ to present 
practicable design ideas for lithographed 
letterheads. The brochure contains 15 
examples of the best in lithographed let- 
terhead design as selected by an out- 
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standing panel of judges. The letter- 
heads themselves are actual commercial 
jobs produced by the lithographers who 
lithographed the original letterheads 
from which the selection was made. 
With each letterhead is a complete de- 
sign analysis identifying the type used 
and the size. Also included in the bro- 
chure is a check list of good letterhead 
design as a guide for creators of let- 
terheads. 


WITHHOLDING TAX CHART 


Delbridge Caleulating Systems, Inc., 
2500 Sutton Ave., St. Louis 17, Mo., 
have published a revised edition of the 
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BE SMART MAKE (7 SHARP! 


ONGHORN 


Send today for your 
copy of 


WHAT'S YOUR BRAND? 


Longhorn's fascinating little 
booklet about famous 


Southwestern cattle brands. 
‘ Handsomely illustrated— 
free for the asking! 





CARBON and 
RIBBONS 






Whether it’s the V-P’s important 
correspondence or an intra-office 
memo—make it sharp with 
Longhorn carbon and ribbons! 
Top-quality in every way, 
Longhorn Plasti-Carbon makes 
sharp, clean copies over and over 
—won’t slip—won’t curl, in any 
weather—won’t smudge or “tree. 
Handles easily, corner-cut for 
easy removal. Choose the backing 
that pleases you—Longhorn 
Plasti-Carbon or Wax-Back 
Carbon—for top performance. 
Available in the right weight and 


” 


finish for every job. 


And for perfect companion quality— 
use a Longhorn ribbon . . . you'll 

call it the ‘‘perfect ribbon.'’ Non-filling, 
sheer yet tough. Types clean and 
sherp—brings praises from the most 
meticulous person! 


Cz asa, 


AMERICAN CARBON 


Vd 1 Ce OO 





*"One girl sorts 
100,000 punched 
cards an hour" 


with this simple hand rod 


Gra 





For purchasing and all depart- 
ments — in large and small com- 
panies — in every type of busi- 
ness, E-Z Sort Systems are sim- 
plifying the job of filing and 
sorting data on punched cards. 


CUTTING COSTS THEE-ZWAY 


Our trained men in every part of the 
country are glad to demonstrate and 
answer questions. Now is the time to 
find out if and how E-Z Sort Systems 
can save time and money for your 
company. You'll be surprised to learn 
that it is as easy as the name implies. 
Write for details. 


*Published statement 
by one of our users 


..Delbridge Social 
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E-Z SORT 


SYSTEMS, Ltd. 


45 Second Street 
Dept. 121 
San Francisco 5, California 


$ 
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A few select territories open 
for qualified Systems Engineers. 





Security and With- 
holding Tax Chart. It provides the de- 
ductions called for by the new Reve- 
nue Act of 1951. All computations are 
warranted accurate by Lloyd’s of Lon- 
don. Both withholding tax and social 
security deductions are on one line. 


STORAGE FILES 


Convoy, Inc., P. O. Station B, Box 216- 
H, Canton 6, Ohio, offer an illustrated 
folder describing the advantages of Con- 
voy Chem-Board Storage Files. Typical 
large and small installations are pictured 
with practical tests that can be made in 
any office to compare the strength and 
durability of the files. 


POSTURE CHAIR 
Maso Steel Products, Dept. 0, 81 W. 
Van Buren St., Chicago 5, Ill., makes 
the Miss Efficiency clerical posture chair 
in a choice of two fabric coverings, 


Claremont or Masoniel (or a genuine 
vinyl plastic coated upholstery with 
fabric back) in choice of gray, green or 
brown. Fabric coverings are removable 
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THROUGH ON TIME AGAIN — 
ITS EASY ON THIS PAPER! 





Now I know why our printer 
said: "Hammermill Bond 
saves time... saves paper!" 


Your printer will tell you why typists do 
faster, neater work on Hammermill 
Bond. It takes quick, clean erasures... 
no retyping a whole letter because of 
one or two minor mistakes . . . and its 
firm, clear white surface lends sparkle to 
any typing done on it. 

Examine this fine letterhead paper for 
yourself. Send for The Working Kit of 
Hammermill Bond. It will help you get 
the most out of the business printing 
you buy. Mail the coupon now for your 
kit. It’s free! 


You can obtain business printing on 
Hammermill papers wherever you see this 
shield on a print shop window, Let it 
be your assurance of quality printing. 


Hammermill Paper Company, 

1463 East Lake Road, 

Erie 6, Pennsylvania. 

Please send me—FREE—The Working 
Kit of Hammermill Bond. 








A Ritchie Air Cushion 
BELONGS 


Under Every 
Office Machine 


AIR-CHAMBER—> 
stops vibration... 
softens touch 


SPONGE RUBBER—> 
Absorbs noise 


@ At last—an attractive pneumatic 
type cushion that definitely softens 
the clatter of typewriters — 
and electric) . . . adding machines... 
and all business machines! 


@ And more than that... the 
RITCHIE AIR CUSHION eliminates 
fatiguing and costly vibration! 


|@ That is why there is a genuine need 
for a RITCHIE AIR CUSHION under 
every machine in the office! It's an 
inexpensive investment in office effi- 

iency that will pay big dividends in 
fewer errors caused by jangled nerves 
" . «and higher production . . . better 
morale! 

DEALERS: The effectiveness of the RITCHIE 
: = CUSHION offers unlimited sales and profits 


wake dealers. W: for prices and 
data on this EASY TO SELL office 
necessity. 


if your dealer cannot supply you, write 


W. H. RITCHIE COMPANY 


2555 North Sydenham Street 
Box 6924, Philadelphia 32, Pa. 





and the plastic coverings welted. Foam 
rubber padding comes with the fabric 
coverings and genuine Paratex and 
Tufflex padding with the plastic cov- 
erings. Seats have been enlarged to a 
full 16%,” x 14%” and the backrests to 
11%” x 8%”. Additional improvements 
include more streamlining to the seats 
and backrests and greater thickness to 
the contoured padding. The improved 
chairs have the three standard adjust- 
ments to assure correct seating posture, 
adjustable while the user is seated; solid 
steel, swivel pin with lubricated, life- 
long chrome alloy ball bearings and 
tubular steel legs and base. Coverings 
for the fabric upholstery are quickly, 
easily removable for replacement or 
cleaning. Chairs are packed one to a car- 
ton, K.D. with simple assembly. Shipping 
weight is approximately 23 Ibs., list 
price $29.25 for the plastic covered 
chairs, F.O.B. factory. Further informa- 
tion and literature may be obtained from 
address above. 


DICTATING MACHINE 


Mackay Co., 2 East 30th St., New 
York 16, N. Y., distribute the Crescent 
Steno Dictation-Transcription Machine 
which records on wire at distances up 


to 20 ft. from the microphone with fine 
voice clarity. Both hands can be free 
while dictating because Steno can be 
operated by foot. A watch face dial tells 
exact length of time dictated in minutes 
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“FOR OFFICE EFFICIENCY | 


IT’S A NATURAL FOR A CREDIT FILE | 
Reads Like a Gook.... Grows as Needed 


All important credit information bound in one file—stenographic copies can 
be made with ease—by merely turning the flap or cover back to form an 
easel. The double back of the Filebinder is sufficiently strong to stand erect— 
even under weight of heavy correspondence. 

Papers need not be removed from Smead’s Filebinder when used in a Line-a- 
Time. Simply fold the cover of the Filebinder back and insert the entire 
Filebinder Furnished in red, blue, green, goldenrod, redrope and manila colors. 


WRITE FOR FREE SAMPLES 
PATENT NO 1,622,753 


THE i 
VIO MANUFACTURING CO., INC: HASTINGS, MINNESOTA 

















~ MANIFOLD 
BOOKS 





ENVELOPES 





PAPER 














We not only SELL... but SERVE a4 well / 


121 VARICK STREET, NEW YORK 13, N. Y. 
Algonquin 5-4530-1-2-3-4 





ee e 
K-LINE™ Self-Locking Posts 
POLISHED ALUMINUM 
EFFICIENT 
NON-CORROSIVE 
POSTS FOR 
PERMANENTLY 
BINDING RECORDS 
IN STORAGE 
BINDERS. VARIOUS 
LENGTHS AVAIL- 
ABLE FOR |”, 
5/16” & %” HOLES 
EXPANSION UP TO 
7. INCHES 
Prices with full details on request. 


W. R. KLINE CO. 


440—73rd Street Brooklyn 9, N. Y. 


112 





and seconds. The same wire spool can be 
reused again and again, being erased as 
reused. Transcribing can be done from 
the same Steno unit or from a small re- 
mote station which is also a 2-way 
intercom and may be up to 150 ft. away. 
A single-action foot control with auto- 
matic backspacer adjusts to speed of 
typists. Same Steno units can be used 
for either dictation or transcription. 
Speaker or earset can be used for listen- 
ing. 


CALCULATOR 


Plus Computing Machines, Ine, 5 
Beekman St., New York 38, N. Y., an- 
nounce the Keylock Plus Calculator 
which provides instantaneous bell warn- 
ing upon misoperation and the whole key- 
board is automatically locked, except 
for the column in which misoperation 
occurred. Upon the correct depression 
of the incorrect key thus located, the 


whole keyboard is then locked and fur- 
ther operation is prevented until it is 
freed by depression of a key release but- 
ton. This addition to the line makes 
the Plus range of manual keydrive ma- 
chines most comprehensive. There are 
adders, five keys high in six, nine and 12 
column decimal currency models and also 
models for addition in hours and minutes. 
The Calculators, nine keys high, are also 
available with or without keylock in six, 
nine and 12 column capacities. The most 
popular model is the nine column calcula- 
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with PLASTIE > and PLASTIPHOTER 


It’s your good fortune...you'll get outstanding offset plates for 
your office duplicating needs, and make top-dollar savings too, 
with PLASTIPLATE and PLASTIPHOTER, Remington Rand's 
time-saving plate-making combination. 

PLASTIPLATES patented “no-grain” surface assures you of 
line and halftone copies that are brilliantly “alive”. . . of longer 
runs, sharper copies, greater uniformity. PLASTIPHOTER 
“burns” plates quickly and on-the-spot ...saves valuable time lost 
in sending out for plates and lets you maintain control of each job. 

It’s no trick to save a stack of dollars with PLASTIPLATES 
and PLASTIPHOTER ... this best-of-all offset plate making com- 
bination can cut costs by as much as half! 


Sd 
3 FREE PLASTIPLATES and folders describing PLASTI- 
PLATES and PLASTIPHOTER ... yours for the asking. 


Business Machines and Supplies Division 
Room 2357, 315 Fourth Ave., New York 10, New York 


My duplicator is a Model No. 


I use a typewriter with a [] Fabric () Carbon Paper Ribbon 
Please send me [1] 3 free Plastiplates [] Direct Image 


(C0 Photographic 
(C0 Plastiplate folder (DS 62) [D Plastiphoter folder (DS 72) 














Company 
Address 
City 












































| May Christmas 


this Year Be 
the Start for You, 
Of a Gappy and 
Prosperous 52 


Cramer POSTURE CHAIR CO., inc. 
Kansas City 
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tor which retails at $400. AI models of 
Plus Adders and Caleulators are im- 
mediately available for delivery. 


PHOTOCOPY MACHINE 


Remington Rand Ine., 315 Fourth 
Ave., New York 10, N. Y., makes the 
Record Dexigraph Camera which uses 
pre-cut paper and photographs docu- 
ments at any reduction from same size 
to 50% of original size on a continuous 
percentage scale. The Dexigraph features 
an entirely new lens assembly, smaller 


than in the previous model but con- 
siderably sharper in results. The Jens 
works in conjunction with a first-surface 
coated mirror. Up to 150 exposures in 
an hour may be made by the synchro- 
nized operation of an electric timer and 
solenoid shutter. Each exposure is auto- 
matically recorded by a reset counter. 
Green fluorescent lamps furnish copy il- 
lumination and provide all the properties 
required for photocopying documents or 
drawings, regardless of color, without 
filters. Besides photocopying records, it 
may be used with Remington Rand’s 
Plastiphotor to make plates for offset 
duplicating. Designed for point-of-use op- 
eration, the Dexigraph may be moved on 
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FAST 2 


AUTOMATIC 


ELECTRIC 
STAPLING 


Staples automatically .. . 
instantaneously ...as fast as you 
insert the work. No time lag. No 
motor, no hand or foot controls. 

Leaves both hands free for 
the work ! 


Standard staples . . . Reload from the front 
without removing a single part. 


Portable . . . weighs only 12!/2 pounds. 
Write for illustrated bulletin. 
STAPLEX CO. © 72-76 Jay St., Brooklyn I, N. Y. 


Do as thousands are doing... 
“staple it the modern 


=Sraplex . 


rasce 














Insurance companies who appreciate 
the complete protection of quality 
envelopes buy more than 65 sizes and 26 
different styles of Shepco envelopes 
- - and insist on Mint-E-Seal flavor 
flaps for “business reply” envelopes. 


PENVELOPE CO. 


One Envelope Terrace 


Worcester 4, Mass. 


Send today for Insurance Folder #38. 





its rubber casters from one office loca- 
tion to another and may be plugged into 
any standard electrical outlet. 


TIME STAMP 


Wm. A. Force & Co., 64 White St., 
New York 13, N. Y., offer the Dorson Jr. 
Time Stamp in hand set and key set 
models, Dates are easily changed by a 
turn of a wheel. The accurate 40-hour, 
jewel-balanced movement clock has hand- 
some etched black and silver dial which 
can be easily read. Other features in- 





clude plateglass crystal, triple chromium 
plating; rigid, cushioned base supported 
on rubber feet and light weight. There is 
a large area available for printed in- 
formation and impressions are always 
clean, sharp and accurate. Any variety 
of type faces may be used and special 
rubber printing dies can be had. The 
Dorson Jr. Time Stamp is unconditionally 
guaranteed one year. Its patented spring 
base keeps the rubber printing surface 
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] PHOTOGRAPHED IN TRACER LIGHT..... 





REVEALS SAVING WITH AMERICAN LITHOFOLD 


LIV OST RY Patsinessrorns 


‘a The OLD WAY 


to produce 1 set of forms: 
(1) Collate (2) interleave with car- 
bons (3) Jog sheets (4) Insert (5) 
Align (6) Turn roller (7) Type (8) 
Remove forms (9) Deleave carbons 


The LITHOSTRIP WAY 


1-2-3! Type, tear off, zip out 
carbons as a unit! 
Get your copy of this new brochure 


showing business forms TIME AND 
MOTION STUDY IN LIGHTS, FREE! 


3 moves instead of 9 . . . proved by the 
photographer’s new art of exposing the paths of 
motion . . . under actual working conditions. 


American LITHOSTRIP Continuous Forms 
wipe out useless time and work in 
record-keeping . . . eliminate six wasteful 
moves! Distribution and control are simplified 
and speeded. A SINGLE typing produces 
records for all departments . . . fast! 


AMERICAN LITHOFOLD CORP. 
500 Bittner Street * St. Louis 15, Missouri 























CARBON PAPER 
INKED RIBBONS 
CARBONIZED ROLLS 


“FINEST QUALITY ALWAYS" 


*Rconos erenwAh 


TRADE Mane 


THE COMPLETE LINE 
Stands the Test of Time 


Manufactured by 


H. M. Storms Company 


STORMS BUILDING 
BROOKLYN 16, N. Y. 











off the ink pad when the stamp is not 
being used. Illustrated literature from 
above address. 


ADDRESS-STENCIL EMBOSSER 
Addressograph-Multigraph Corp., Cleve- 
land 17, Ohio, makes an Automatic 
Graphotype machine that is controlled 
entirely by perforated tape, completely 
eliminating manual operation of the 
Graphotype keyboard. This greatly in- 
creases the rate of production of em- 
bossed Addressograph plates for individ- 


— . - —_ 2 i 1d rai et laa oalie tsi 


ual machines and makes it possible, on 
multiple machine installations, for one 
attendant to supervise the operation of 
as many as 10 Automatic Graphotype 
machines at a time. The perforated tapes 
are prepared on either the Teletype Tape 
Perforator or the Flexowriter and are 
interchangeable. Both machines are 
equipped with electric typewriter key- 
boards and operate at typewriter speed. 
With the Flexowriter, composition for 
embossing plates on Automatic Grapho- 
type machines is a by-product of routine 
typing operations. Perforated tapes can. 
be prepared in one office and embossed 
at another location at any subsequent 
time. Literature from above address. 
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SCHEDULING CALENDAR 


Schedule-A-Date Calendar Co., 310 E. 
State St., Ithaca, N. Y., makes the 
Schedule-A-Date Desk Calendar, the 
lefthand leaf of which contains a listing 
to show exactly what date will fall at 
any desired period from the present 
date. This is handy for purchasing 
agents who figure delivery dates and 


others who determine production sched- 
ules, lead time, ete. It is unnecessary 
to figure or count days to determine 
what date is, say, 90 days from today; 
or so many weeks, or months, from to- 
day. The precalculated table appears 
for each date in 1952. This calendar 
pad is standard 3%” x 6” size and may 
be had complete with metal stand or just 
the pad for insertion in present stand. 
Illustrated folder, showing sample page, 
from above address. 


ADDING MACHINE AGES 


ABC Business Machine Co., 537 §8. 
Dearborn St., Chicago 5, IIL, offer a 
duplicated listing of adding machines 
containing year of manufacture by serial 
numbers for Burroughs, Sundstrand, Vic- 
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ECONOMY LINE 
POST BINDERS 


Now give you improved 
quality at lower prices. 
Available in metal or fab- 
ric hinges, in Dual-Lock 
or End Lock Styles. Write 


for circular No. 147. 


LITHO-RULED 
LEDGER SHEETS 


COLUMNAR FORMS 


Are printed reproduc- 
tions of old style pen 
ruled forms. Won’t 
smear when wet; easy 
on the eyes; a wide 
range of forms to choose 
from. Write for circular 


No. 157R. 


U€UUMUGH0G.0H3}3HttiVco=_ 


—_ * full line of rec- 
o eeping equipment 
try CESCO first! 


eee 


4-03 TWENTY-FIRST STREET + VONG ISLAND CTY 1, 


MA 














“DEALER'S CHOICE” 
BUILDING BUSINESS 


spurt 


GRAYTONE MODELS 


WITH DIRECT SUBTRACTION 


MODEL B192E 


Electric Printing Calculator 
9-Column Totals up to 9,999,999.99 


MODEL B192 


Hand-Operated Printing Calculator 
9-Column Totals up to 9,999,999.99 





Some territories now 
open for exclusive as- 
signment. If interested in 
securing an exclusive 
and profitable agency, 
write for full information. 


EXCLUSIVE 
SALES 
AGENCY 
PLAN! 














BARRETT ADDING MACHINE DIVISION 


Lanston Monotype Machine Company 
24th and Locust Sts., Philadelphia 3, Pa., U.S.A. 





tor, R. C. Allen, Allen Wales, Barrett, 
Dalton, Remington and Wales machines. 
Copy of the list is $1 from above ad- 
dress. 


CHAIRS, STOOLS 
Ajusto Equipment Co., 2144 Madison 
Ave., Toledo, Ohio, makes the Ajustrite 
line of automatic chairs and stools for- 
merly manufactured by Kewaunee Mfg. 
Co. of Adrian, Mich., formerly known 
as Kewaunee Automatic Chairs and 


Stools. Ajustrite Chairs and Stools is a 
new name fora proven reputable product. 
New production facilities have been es- 


tablished but materials, parts and meth- 
ods of manufacture are the same. There 
is no change in quality of material, 
workmanship and guarantees. Improve- 
ments are being made continually and 
various types of seats are available. A 
plywood seat chair is shown. At pres- 
ent, deliveries can be made in 30 to 45 
days. An Ajustrite chair or stool will 
be sent for a 30 day tryout without obli- 
gation. Literature showing the -com- 
plete line will be sent on request. 
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STENCIL ADDRESSER 


N. V. Procento, J. W. Brouwersplein 
15, Amsterdam, Holland, offer the pat- 
ented Triplo stencil duplicator for ad- 
dressing. Stencils are typed in the man- 
ner of duplicator stencils and the num- 
ber of impressions from a stencil are 
almost unlimited. Two rollers are made. 


One allows printing only one address at 


‘a time while the other roller allows print- 


ing 13 addresses at a time. This provides 
for addressing individual pieces or strip- 
labels. The Triplo equipment can also 
be used for stencil duplicating. Between 
80 and 100 sheets can be put into the 
tray and the top sheet is pushed up for 
easy removal as the roller passes over 
it. The Triplo retails in Holland for 
under $25. Illustrated literature and in- 
formation for importers from above ad- 
dress. 


POST BINDERS, FORMS 


C. E. Sheppard Co., 4403 21st St., Long 
Island City 1, N. Y., announces a line of 
Economy Post Binders and a line of 
Litho-Ruled Ledger Leaves and Colum- 
nar forms. The Economy Line of Post 
Binders was developed to meet present- 
day requirements and is priced much 
lower than the standard line but is a 
good quality binder. A price reduction 
is now being offered on special sized 
binders. The Economy Line /of Post 
Binders is available in two grades, one 
with piano metal hinges, the other with 
reinforced fabric hinges, all in popular 
sizes and available also in end lock and 
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“DOME RECORD” Sales 


Jumped 50% over last year 
and 125% over last 2 years. 


NEW SOCIAL SECURITY LAW 
for SELF EMPLOYED 
Has Created A 
BIG PUBLIC DEMAND 
For A 
SIMPLIFIED WEEKLY 
BOOKKEEPING RECORD 


This beautiful 
and attractive 
display case 
shipped FREE 
with every 
order. 


DOME RECORD 


Gives You 
e EASY SALES « BIG PROFITS 
e A SURE REPEATER 


Retails for $3.00 
No Refills Are Sold 
Sold in Stationery Stores Everywhere 


ORDER FROM YOUR SUPPLIER TODAY 
OR FROM 


DOME Publishing Co., Inc. 


30-36 Smith St. ¢ Providence 3, R. i. 


121 
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SHRED paper, textiles, rubber, 
cellophane, aluminum, tin foil 
and other materials. 


Operates — Quietly — Cleanly — Safely. 
Little maintenance required. 

Shredding of confidential records im- 
portant to plant security. 

Shredding your paper and other ma- 
terials ‘vegas more resilient high qual- 
ity packing material — enables re-use of 
high cost materials for other purposes. 
SHREDMASTERS are selected and used 
by leading concerns and government 
agencies. 


Three models — 
for all 
requirements. 
Write for 
complete 
information. 


THE 


SHREDMAsTER 


Dept. 0-12 CORPORATION 
205 Willoughby Avenue, Bklyn. 5, N.Y. 








Dewberry Engraving Co. 


801 SO. 207TH STREET-BIRMINGHAM 5, ALABAMA 





dual top lock. Litho-Ruled Ledger 
Leaves and Columnar Forms comprise a 
printed reproduction of pen ruling mak- 
ing it more economical. Litho-Ruled 
Forms are superior to pen ruling because 
the lines are more uniform and the inks 
will not run or smear. High speed, two- 
color process makes for more economical 
printing, making: price reductions pos- 
sible. Eyestrain and fatigue are reduced 
through the use of scientifically produced 
colors of medium brown and soft green 
lines. Literature on both items may be 
had—request circulars 147 and 157R. 


REINFORCING PAPER PUNCH 


Stationers Supply Corp., 82 Wall St., 
New York 5, N. Y., offers the Target 
Punch-Reinforcer which is small, com- 
pact and easy to operate. A simple de- 
pression of the hand lever punches and 
simultaneously reinforces the holes from 








rolls of processed adhesive tape con- 
tained in the machine. The machine can 
also be used as a simple punch without 
the reinforcement by shifting a lever. 
Adhesive rolls are easily inserted by de- 
pressing a feed lever. Confetti produced 
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20 Times Faster Than Hand Folding! 
Every Office Can Afford the 
BANCROFT Junior 
FOLDING MACHINE 


Automatically makes two 
folds in one operation. Can 
be quickly set for six different 
styles of folding. Anyone can 
operate it—just set dials and 


The Bancroft Junior Folding Machine is 
easily carried anywhere in the office and 
will fold 12,500 10”-long-sheets per hour 
(7,500 sheets 15” long in an hour). Sheets 
can be fed through again for cross folds. 
Fully motorized, silent in operation. 


DEALERS: Exclusive franchises open in some territories. 
Write today for information: 
For New York and New Jersey: For Other States: 
IMEX Sales Organization S. W. ALLEN COMPANY 
P. O. Box 386, Stanhope, 
Rahway, New Jersey New Jersey 











ONLY 72EX-7RO7ARY HAS 


2270 
COMPLETELY AUTOMATIC 
PRE-MEASURED INKING 





It’s exclusive with i 

Rex-Rotary D270 : i seg ee a 
ridge is inserted, a dial set for the ; 
degree of inking, and the machi “ 
needs no further attention bale all 
~_ come out perfectly and yni- 
‘ormly Printed *++MO more under. 
8 —soe copies... re-inking 
chin Oona +-@ bell announces 
i a ‘me to insert a new 


beautiful stee/ 
rey Rex. 
mrecivic Mule alert D270 does a fast job bs any ott 


- +» better, cleg i 
S TEN C | L economy and flexibility ‘ae a 


DUPLICATOR other machine. 


— 
Rex-Rotary Distributing Corp. 19 W. 31 St., New York 1, WY. 
Let me have more information obout the new Rex-Rotary 0270 duplicator ond 
4 


the name of my neorest distributor 
Name 4 
h 


REX- ROTARY pis, Corp. - 19 W. 31, New York WI nm 
ee ee 


123 
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by the punching process is neatly caught 
in a small tray which can be emptied 
when necessary. A special tape of extra 
tough stock has been developed for use 
in the Punch-Reinforcer. The center of 
the tape is non-adhesive for smoother 
operation and keeps the working parts 
of the machine free of adhesive. Six 
rolls are packed in an air-tight contain- 
er to retail at 75¢ per roll. The tape is 
extremely economical to use costing only 
a penny for reinforcing 8 sheets. The 
two-hole Target. Punch-Reinforcer to re- 
tail at $14.50 is now available for im- 
mediate delivery. A three-hole punch 
will be ready for delivery soon. 


PHOTOCOPY MACHINE 


Charles Bruning Co., Dept. U-111, 100 
Reade St., New York 13, N. Y., offer their 
Booklet A-2009 which describes and il- 
lustrates the Copyflex Model 20 for low 
cost photocopying. Machine’s operation 
and specifications are fully covered. 











The PARALINER is a new device for rul- 
ing forms. It has a micrometer-like setting 
knob by which the distance between lines 
is measured. When once set the straight 
edge moves forward the exact measured 
distance “4 by step, with a slight pres- 


sure of the thumb and forefinger. The oper- 
ation is very simpie and anyone can pro- 
duce forms the equal of a skilled draftsman. 
FABBRICA ADDIZIONATRICE ITALIANA s 4 an oe Sn eee 
iiiieniiiehiels Uae ana, v THE PARALINER COMPANY, INC. 
226 Colorado Bidg., Washington 5, D. C. 
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ADDRESSING DEVICE 
Master Addresser Co., 6500 W. Lake 
St., Minneapolis 16, Minn., makes a 
Master Tape Guide for use in typing 
address tapes for the Master Addresser, 


since few typewriters will feed the nar- 
row tape straight through its long length. 
Just the width of the master and carbon 
tapes, the guide keeps them straight, 
avoids delays and handling of the car- 


TRANSFER CASES 


IMMEDIATE 
DELIVERY 


MAYFAIR TRANSFER 
CASES provide storage 
space for inactive rec- 
ords at a low cost. 
inmedeet delive: 

(KR Let 


Steel Construction 
Dustproof Interior 
Orawer_ Rollers 
24” Deep—individually ~ ‘an 
Prices sent on request. 


LV, \[ AYFAIR COMPANY 


315 NORTH DESPLAINES STREET 
CHICAGO 6, ILLINOIS CENTRAL ¢ 
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THE TEAM THAT 
LIGHTENS YOUR 








gem of 5 
pencils 


| GORASERSTIK 


=| wood encased 
eraser for ink, 
pencil or 
typewriting 








AW FABER CASTELL 








eonvenient adjustable clamp al- 
: imstamt attachment of the guide to 
er table of the typewriter. The 
ill d typewriters 


. On these 


G.M_B.H., St. Georgen, 

ld). Germany, have made 

d Badenia Caleulating Ma- 

for 40 years. The machines are 

of the rotary principle, full keyboard, 
performing al] calculations im addition, 


BUSINESS 
FORMS 
For SPEED... 


ACCURACY.. 
ECONOMY subtraction, multiplication and division. 
Watches and clocks from the Schwarz- 


in office and factory record-keeping activity. wald are world renowned. The Peerless- 
* Badenia Calculating Machines are simi- 

TAILOR-MADE ... to meet larly a wage spree of pina sci 

our special requirements. craftsmen. e machine’s construction 
a * Conti ee is simple with a minimum of levers and 


Fold-over Statement Forms. controls on the keyboard. The lineal 


Exclusive, but Not Expensive! STEEL PERSONAL FILE 


Expert Staff . . . Complete Facilities . . . File No. 442 is made of 


Prompt Service . . . . Reasonable Prices! heavy steel to last for 
years. Equipped with 
Make your next office form a asy- EES key and strong lock that 
 Snapfas stays closed. Gray ham- 

SOLD THROUGH DEALERS merloid finish. Inside are 

. p : we letter-size folders, alpha- 

For Prompt Quotations, Write Today! betical, monthly and 
biank. Individually 


4 b t 
Arthur J. Gavrin Press, Inc. > isgarta ectae a 
DEPT. 0, GAVRIN PRESS BLOG for prices and discounts. 
New Rochelle «¢ New York AMBERG FILE & INDEX CO. 
1601 Duone Bivd., Kankakee, Ili. 
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keyboard arrangement is progressive 
and non-glare. Dials are clear and legi- 
ble, located at eye height. The machines 
are sturdily built and attractively de- 
signed. 


PHONE CORD COILER 
Huff Sales Co., 911 Western Ave., 
Seattle 4, Wash., offers the Coilette tele- 
phone cord coiler which automatically 
coils the cord into a neat roll by the 


telephone after each call. Coilette is 
manufactured from the highest grade 
music wire and guaranteed not to lose 
its spring. It retails for 95c. Literature 
from above address. 


DATA ON SAFES 


Mosler Safe Co., 320 Fifth Ave., New 
York 1, N. Y., offer a free 16-page illus- 
trated booklet, ‘‘The Meaning of the 
Labels,’’ which includes a conderfsed 
version of the Insurance Manual of Safe 
Classifications. It illustrates and ex- 
plains the meaning of 22 labels applied 
to various kinds of fire-resistive safes, 





WHEN YOU BUY OFFICE FURNITURE 
Specify Desks by Quungpeeniall 


Revegeereial 


ASK YOUR DEALER 
imperial 


DESK CO. 
Evansville, Indiana 
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SAVE TIME... 
SAVE MONEY 


SPEED YOUR WORK 


SOUND-POWERED 
INTERCOM SYSTEM 


@ Avoid Switchboard 
Delays 


@ Handle Inside Calls 
Immediately 


@ Automatic, needs 
no operator 


THE WHEELER INSULATED WIRE COMPANY, Inc. 
Division of the Sperry Corp. ’ 
1106 East Aurora St., Waterbury 20, Conn. 
16WHSI1 





IS SORTING 
YOUR BOTTLENECK? 


For the 
maximum in 
sorting 
efficiency 

use the 
improved 
Kohlhaas 
Vertical £ 
Sorters. 


to handle 

any size 

or type 

of material 

that needs 

quick, 

accurate handling. 


THE KOHLHAAS CO. 


| 8012 S. Chicago Ave., Chicago 17, Ill. 
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A New 


Ask for 
Bulletin 


“The machine to count on” 
% Adds 
% Subtracts 
% Multiplies 
% Credit Balance 


Remarkable Engineering 
Innovations: 

Dual purpose operating keys. 
Non-add and electric correction keys. 
No idle strokes. 
Rubber cushioned mechanism. 
Fast unidirectional main shaft for 
long life, speedy and quiet operation. 
Quick and easy repairs through 
simplified assembly in sections. 


Rubber roller feet permit moving 
without lifting. 
Compare 
Prices and Performance 
DEALERSHIPS AVAILABLE 


IVAN SORVALL, PRES. 
210 FIFTH AVE., NEW YORK 10, N. Y. 


SOLE DISTRIBUTORS FOR U.S.A. 








insulated record containers, vault doors, 
and burglary-resistive money chests by 
Underwriters Laboratories, Inc., and the 
Safe Manufacturers National Assn. Also 
presented are explanatory charts show- 
ing the direct relationship between each 
kind of safe and the cost of safe burg- 
lary insurance. 


STENCIL DUPLICATOR 
Rex-Rotary Distributing Corp., 19 


West 31st St., New York 1, N. Y., an- 
nounces that the D-270 Rex-Rotary Sten- 





bitin 


cil Duplicator will now take all stencils 
usable on American machines and will 
print starting at line 1 down to the full 


salea pee 





HsBenton Coal CoM! 


| 


Unbreakable spring Jaws 
clamp them firmly to cards but 
rmit — or saannenee. 
arge openings cove y trans- 
rent pyroxylin, white, blue, green, yellow, pink, or red. 
nsertabie labels in perforated strips for typing. 


2 Sizes, 1” wide and 2”. Tops straight or bent back. 


Sold by noting stationers, U.S. and foreign, or sent 
to responsible firms on 30 days’ trial. Price list free. 


Samples (5 or less) 2 cents each. 
31,000 used by Conn. State Empl. Service 
CHAS, C. SMITH, Mfr., Box 733, EXETER, NEB. 
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a anaes anieneneerns te — 
EL EY NS, WE oe Ls 


POW 


depth on legal size stencils. Previously 
this duplicator, which has pre-determined 
fully automatic inking, could be used 
only if writing started on line 6. It will 
no longer be necessary for users to main- 
tain a separate stencil stock for the 
D-270 Rex-Rotary Stencil Duplicator. 


FORMS IMPRINTER-BURSTER 


Standard Register Co., Dayton 1, 
Qhio, makes an electrically operated 
Burster Imprinter which imprints last- 
minute or variable information on con- 
tinuous forms and, at the same time, 
trims off the punched margins, separates 
and stacks the forms in individual sets. 


The Burster Imprinter extends the ad- 
vantage of automatic pin wheel control 
of the paper and continuous production 
of written forms all the way to final dis- 
patch of the complete documents. Speedy 
in operation, this machine detacltes sin- 


EXPORT 
BOOKKEEPING 


MACHINES 


CALCULATORS 
TYPEWRITERS 


ALL MAKES, Used and Rebuilt 
Mail or Cable us your enquiries. We guar- 
antee prompt personal attention, lowest 
prices and absolutely reliable service. 


Richard 


119 LAFAYETTE STREET 
NEW YORK 13 Y. 
Cables: “ERGISIAN.” cuchaees REctor 2-6580 
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Tax Assessor finds 


No Curl ~ No Smudge 
better by 418 to 214 


The Tax Assessor’s office of a large Southern 
city tested Peerless Imperial’s NO CURL 
—NO SMUDGE against the carbon 
paper they were anaes ~ 
using. Sa St 

They ran off 
214 good copies 
with the carbon 
in use—and 418 
perfect copies 
with NO CURL— 
NO SMUDGE. CARBON 
Did they change to PAPER 
NO CURL— NO 
SMUDGE? You 
bet. Who wouldn't? 

For cleaner, sharper work and more-mileage 
for-your-carbon-paper-dollar, you'd be wise to 
switch to NO CURL—NO SMUDGE. If your 
Dealer can’t supply you, write to us for 
samples and prices. 


PEERLESS IMPERIAL CO., Inc 


General Office and Factory 

28 Peerless Place, Newark 5, New Jersey 
N.Y. Office: 7, 321 B’way Chicago 2,179 W. Washington St 
Detroit 18, 37 Linden St., River Rouge, Michigan 




















For EFFICIENCY and ECONOMY 
USE ATLAS VERTICAL FILES 


ATLAS DELUXE MODEL 


For 300 offset 
plates, x-ray films 
etc. or 500 stencils. 
Constructed of 
heavy gauge steel 
with ball - bearing 
casters, locking stop- 
arms, piano hinge 
and separate hang- 
er frame. 


DeLuxe 
25" 


Model— 
high, 13°" 
wide, 26" deep. 
Type B DeLuxe 
Model—25" high, 
15."" wide, 26" 
deep. 

Type C DeLuxe 
Model—25" high, 
24'/2"" wide, 26" 
deep. 


ATLAS PORTABLE MODEL 


For 100 offset plates or 
200 stencils. The Port- 
able is a compact unit 
of all steel construction. 
Equipped with spring- 
lock, piano hinge and 
carrying handle. 
24'/,"" high, 13" 
ll" deep. 


ATLAS HANGERS 


Four series of Atlas han- 
a fill every vertical 
iling need. 

DSH Hangers for sten- 
cils. 

SH Hangers for offset 
plates. 

PSC Hangers for x-ray 
films, blueprints, stencils 
in file folders, etc. 
GRIPDEX Hangers for 
group and specialty 
iling. 


Write today for literature on the new Atlas 
Film File and the complete line of 
Atlas Vertical Files. 


wide, 





ATLAS STENCIL FILES CO. | 


1662 EAST 118th STREET, CLEVELAND 6, OHIO 
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gle 314” length forms from the continu- 
ous strip at the proper perforations and 
stacks them at the rate of 12,500 per 
hour. The machine can be equipped with 
a special mechanism to stack the separ- 
ated forms in accurate consecutive or- 
der when required. Built to accommo- 
date marginally punched continuous 
forms in sizes from 4%” to 1914” wide 
and 3” to 22” long, a varying number of 
carbon copies can be imprinted. The 
number of satisfactory carbon copfes 
varies from two to as high as 11 de- 
pending on kind and weight of paper. 
Even when imprinting is being done 
there is no loss of speed in the bursting 
capacity. As an imprinter this machine 
ean automatically imprint and overprint 
signatures, dates, consecutive numbers, 
headings, instructions, ete., in black or 
color, anywhere on the form. A special 
attachment can be furnished which can 
emboss or macerate for seals, check pro- 
tection, ete. Regularly furnished with 
two printing units, as many as six can 
be used at once or in any combination. 
Type chases with the necessary type, or 
electros, are furnished for the desired 
imprints. In addition to the imprinting, 
trimming and bursting operations, which 
can be done together or separately, it is 
possible to decollate a multiple-copy set 
of forms as one copy at a time is being 
burst. 


SPIRIT CARBON 


Heyer Corp., 1850 S. Kostner Ave., 
Chicago 23, Ill, announces Osokleen 
Master Unit and Spirit Carbon that has 
a longer shelf life, produces longer runs, 
is absolutely clean and will not discolor 
the hands. Osokleen is offered in two 
grades, Economy and Intense, is com- 
petitively priced and gives dealers an 
opportunity for added volume. Unlike 
wax-coated spirit carbons, Osokleen has 
a metallic block that separates carbon 
from paper. The impact of the type- 
writer key breaks this block, releasing 
the carbon. The metallic block also 
serves to keep the carbon from bleeding 
into the master paper on the completed 
master copy, thus giving longer file life. 
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The 

Evans 
GATHERING 
RACK.... 


Thousands of Evans GATHERING. RACKS are in daily use 

throughout the land. Racks are of all aluminum. Each section 

One pair of unskiHed holds 500 sheets of paper at inclined angle, Worker sits or 
hands gathers 3,500 stands, collating without fatigue. Racks collapse for setting 
side. Use Racks singly—or in pairs for large gatherings. 


8 Models to choose from, priced $11.00 to $25.00. 
PICTURED: Two 6-SectionDU Racks at $14.00 each. 


See Your Dealer or Write: Evans Specialty Co., Inc., 403 N. Munford St., Richmond, Va. 


sheets an hour—saving 
time, money and workers. 








1, WJ — 
ERROR Wi 
Pact; 
My : 
MERRY CHRISTMAS 


and a 


HAPPY NEW YEAR 


bee 


hd . . . from your local type- 
(Ml Ya K writer dealer, your source 

of supply for 
B. F. GOODRICH PLATENS 


y, a Nationally distributed by 
Y | \ SHIPMAN-WARD MFG. C0. / 
UY f ) = 325 N. Wells St. 
yy re ty Chicago 10, Ill. 

Wa 
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NABAC Elects 


The National 
Assn. of Bank Au- 
ditors & Controllers 
elected the follow- 
ing officers at its 
annual convention 
in October: Clar- 
ence H. Lichtfeldt, 
First Wisconsin 
National Bank, 
cant aaa pol Clarence H. Lichtfeldt 
hardt, Hanover Bank, New York, Ist 
vice president; Ira C. Chaney, Crocker 
First National Bank of San Francisco, 
2nd vice president; Robert H. Shepler, 
Denver National Bank, secretary; Rob- 
ert F. Goodwin, Wachovia Bank & Trust 
Co., Winston-Salem, N. C., treasurer. 


AIM Director 


William C. DeVane, dean of Yale 
College and former chairman of the 
Division of Humanities of the Study 
Committee of the Ford Foundation, has 
been elected a director of the Ameri- 
can Institute of Management, New 
York. Except for a four-year period, 
1934-38, when he served as chairman of 
the Department of English at Cornell 
University, Dean DeVane has been on 
the faculty at Yale since 1922. 


OMAC Seminar-Exhibit 


The Office Management Assn. of Chi- 
cago is completing plans for its 10th 
Annual Seminar and Business Show. The 
Seminar, co-sponsored hy Northwestern 
University, will be held Feb. 25-27, 1952 
at the Conrad Hilton, Chicago. Top 
speakers from various parts of the coun- 


of the Office 


try will elaborate on the theme, ‘‘ Man- 
agement-Manpower-Methods,’’ by cover- 
ing such subjects as job evaluation, 
training, incentive pay, work simplifica- 
tion, wage stabilization, office mechan- 
ization and health and safety programs. 
The Business Show, featuring the dis- 
plays of some 76 equipment manufac- 
turers in the Conrad Hilton Exhibit Hall, 
will run concurrently with the seminar 
but extend an additional day. 


Office Buyers’ Conference 


The annual mid-winter conference of 
the General Office Buyers’ Group of 
National Assn. of Purchasing Agents 
will be held Feb. 11-12 at Midston 
House, New York. Principal items on 
the program will be roundtable discus- 
sions of buying in a semi-war economy, 
management of the purchasing depart- 
ment and current trends in the buying 
field. Plant visits and inspection tours 
also are planned. Members are invited 
to submit suggestions for the program to 
Kenneth M. Reed, director of pur- 
chases, Mutual Benefit Life Insurance 
Co., Newark, N. J., who is chairman of 
the conference. Co-chairmen are Ernest 
J. Keyser, Keystone Automobile Club, 
Philadelphia; Saul B. Mevorach, Con- — 
solidated Taxpayers Mutual Insurance 
Co., New York, and Richard M. Samuel, 
Commercial Investment Trust Inc., New 
York. 


Standards for Charities 


Corporation executives and directors 
would react more kindly to fund raising 
drives by charitable organizations if the 
latter would adopt ‘‘minimum standards 
of accounting and control’? and make 
them known when seeking corporate 
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Find out why daily, more and FREE BOOKLET: 
more cost-conscious business end for free catalog 
firms are adopting “Autepoint” showing full line of 


Pencils for organization use... “Autopoint” Pencils, 


: seh estes with low quantity 
the famous pencils with “‘Grip- neiees, Dueklaond 


Tite” Tips that won’t let leads pencil shown has fin- 
wobble, turn or fall out. By gergripscoloredtoin- 
equipping employees with dicate color of lead; 
“Autopoint” Pencils, many cut ~ green, purple, yellow or 
: : ack. 
their pencil costs IN HALF! And Slender barrel, exposed eraser util- 
they get a cost-cutting bonus of _ ity pencil has harmonizing clip, eraser 
pencil sharpening time saved, ferrule and tip in silvonite finish. Both 


ffici ble-f pencils come in standard and ‘Real 
greater efficiency, trouble-iree Thin” leads...are popular numbers 


writing. for organization use. Send coupon. 


“Autopoint” and "Real Thin” are trademarks of Autopoint Company, Chicago 
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AUTOPOINT CO., Dept. 9-12 
1801 W. Foster Ave., Chicago 40, Ill. 


Send me free booklet giving quantity prices on “Autopoint” Better 
Pencils for Organization use. 


Name 








Company. 
Position 
Street Address 
City. Zone State 














| 
I 
! 
| 
| 
| 
| 
| 
| 
! 
I 
| 
| 
| 
| 
I 
! 
| 
I 
| 
l 
| 
| 
| 
| 
I 
I 
| 
L 


Tue Orrice—December, 1951 


os 
~ 
ms 





"Only National 


has all four 
po a 


w- 


) 


time-savers - 


on one machine!" 


"This new NATIONAL does nearly two-thirds 


of her work automatically! 


“lt changes to completely different 
posting jobs in seconds. Without mov- 
ing from her chair, she quickly takes 
of the posting-control bar for one 
type of work and snaps on another. 
Over 70 functions are controlled azto- 
matically by the posting-control bars. 
And what the machine does automat- 
ically she cannot do wrong! 

“Its full amount keyboard fils in all 
ciphers automatically. She can depress 
two or more keys simultaneously. 
And amounts are visible until printed. 

“Its electric typewriter keyboard 


gives the fastest way to type descrip- 
tions .. . with sharp multiple copies. 

“It's completely visible . . . she can 
see all postings at a glance, whether 
the carriage is open or closed. 

“In addition to those four oper- 
ating advantages, it has many other 
time-and-money-saving features which 
we found only on this new National.” 

See what this /ast word in mecha- 
nized accounting will save on your 
work. Its cost is only a fraction of 
what it saves. Call the local National 
representative, or write the Company. 


THE NATIONAL CASH REGISTER COMPANY 
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Get this FREE 20-page 
booklet from our local 
representative, or write 
to the Company at 
Dayton 9, Ohio. 





donations. This advice comes from 
Walter Mitchell Jr., managing director, 
Controllers Institute. ‘‘Recently,’’ Mr. 
Mitchell points out, ‘‘one large, nation- 
ally known charitable organization was 
criticized by well informed persons for 
the size of the expense accounts enjoyed 
by its top executives and for the lack 
of control over such expenditures. 
Another was criticized for the commis- 
sion basis of raising funds which has 
proved profitable to parties involved. 
Fault was found with a third for charg- 
ing all the cost of its direct mail to 
education, though the bulk of such mail- 
ings was for fund-raising purposes. Pre- 
liminary inquiry indicates that well-run 
charities would welcome such standards, 
because most of them already meet the 
requirements or could readily comply. 
Conversely, corporate officers who insist 
on such standards would be freed from 
pressure to give donations to unworthy 
groups. Even though most charitable con- 
tributions are deductible for tax pur- 
poses,’’ Mr. Mitchell concludes, ‘‘it 
seems a company’s social responsibility, 
as well as good public relations, to see 
that gifts be placed where they do the 
most for the company’s employes and 
the community.’’ 


NSA Officers 


The National 
Secretaries Assn. 
elected the follow- 
ing officers for the 
year ahead: Mary 
Hagan Barrett, 
Pittsburgh, presi- 
dent; Lilyan Mil- 
ler, Akron, north- 
east vice president; 
Margarette Bibb, 
Memphis, southeast 
vice president; Ann Dodge, Olympia, 
Wash., northwest vice president; Shella 
Sharpe, Wichita Falls, Texas, southwest 
vice president; Dolores M. Lang, Buffalo, 
N. Y., secretary; Helen J. Boyle, Kansas 
City, Kans., treasurer. 


Mary Hagan Barrett 
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Official USAF Photo 


That artificial leg behind Ruth Wortz in the 
Fibrous-Glass Insulation Co. office, Wilkes 
Sarre, Pa., is not unusual because her com- 
pany hires only disabled veterans. Mrs. Wortz 
is one of the four able-bodied employees. 
The firm's president, William A. Betterly, 
stated, “Out of 30,000 aerial parachute packs 
manufactured for the Air Force, not one has 
been rejected. This is an amazing record 
which few able-bodied men can equal." 


Federal Courts OK Microfilm 


President Truman signed the Preston 
Bill, H.R. 4106, on Aug. 28, permitting 
the use of regular photocopies or micro- 
filmed business records as admissible evi- 
dence in federal courts. 


Atomic Heat for Offices 

Last month Britain announced the suc- 
cessful heating of an 80-office building 
with an atomic furnace that would need 
stoking only about once in 30 years. 
Bepo is the name of the large experi- 
mental atomic pile which heats water 
to 130° F. for radiators in the adjacent 
research office building at Harwell, Eng- 
land. The system is said to work per- 
fectly keeping the temperature at the de- 
sired level throughout the day. 





‘““Paper Punches Every Office Needs!’’ 


CLIX 


‘Sot, we | 1-HOLE 
CLIX PAPER 
3-HOLE PAPER PUNCH | PUNCH 


Simplest, surest paper punch made. Punches Personal paper 

all 3 holes for 3-ring binder sheets at a single punch for indi- 

squeeze. No adjustments to make, no gauges viduals, home, 

to set, no places to mark. Insert sheets and office and industry. Light pressure of thumb 
squeeze! Weighs less than 16 ounces; fits punches clean 4” hole instantly in paper, light 
brief case or desk drawer. $3.75 list. cardboard, etc. Ideal for punching tickets, tags, 
MODEL 3.. Punches 3 holes pr na argentino pschcoh: ona 
\%" dia., spaced 4%" on cen- OE Tei — oe veces : 
ters, 4%" from back binding MODEL 100... Punches \" 
edge — standard spacing hole, %" from binding edge. 
11" x 8%" sheets. | PAPER PUNCH | 


Order from your Stationer or Office Supply Dealer 
NEW ENGLAND PAPER PUNCH CO., NATICK, MASSACHUSETTS 
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OOKENVELO! PE 


or CELLULOSE TRARSORR cv 











OUTLOOK ENVELOPE CO. 


1001 . WASHINGTON BLVD., CHICAGO, ILt. 


MANUFACTURERS! 


Well established German office equip- 
ment and office machine distributor 
seeks representation of American office 
machines in Germany. Has a large, 
prosperous business in office equip- 
ment and will sell very sizable volume. 
Has large sales force. Owner will be 
in U. S. in December-January. For 
further information write: Karl W. Gie- 
seler, 719 N. Bedford Drive, Beverly 
Hills, Calif. 


“SLIP-ON”? LABEL HOLDER 














Jake Chambers of Central Desk & Safe Co. 
starts cleaning one of Colgate-Palmolive- 
Peet's office chairs which was buried in mud 


during the Kansas City flood. MAKES EVERY RING BOOK 


A LABEL HOLDER BINDER 
Some Office Furniture 
That Survived Flood 


ROBERT M. MATTHEWS 30:2 For 2" Ring Books, 35¢ ea: 


One 1," ep Soaks, He on. 

OU can’t possibly visualize the ter- CE PRODUCTS, INC 

Ym destruction left by the Kansas ol?25 Freeland, Detrolt 27. Mitch, 
City flood until you see it with your hey 2 

own eyes. The levees holding back the ey T.ge Srl: Ty pig ame ord Wey 

swollen Missouri and Kaw rivers broke Users of the New pect. 0 RIGHT 

on Black Friday, July 13, letting an prod dure more 

avalanche of water smash into one of better typing 

the richest industrial areas in the coun- 1) Cas ee 

try. Three months later, a tour of the cK for itself quickly 

central industrial area, the Armintrout rs Ask your dealer 

and the Fairfax districts still appall ; ons age the 

you. Ruin is everywhere. Nothing es- belde, seis i 

caped that lay in the path of the flood. foe Maile. 


In spite of the bewildering, heart- COPY RIGHT MFG. CORPORATION 


breaking aftermath, when thousands of 23 Park Place (Dept. 1) New York 7, N. Y 
canadian Agent: UNDERWOOD ltd Toron 
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| PAPERS 


TYPEWRITER e BILLING 
FAN-FOLD e@ PENCIL 
CARBON JACKETS @ REGISTER ROLLS 


INKED RIBBONS 


TYPEWRITER e@ TABULATING 
ADDRESSOGRAPH @ TIME STAMP 
BOOKKEEPING MACH. @ ADDING MACH. 


HECTOGRAPH SUPPLIES 


CARBONS e MASTER UNITS 
RIBBONS e@ DUPLICATING FLUID 
HAND-CLEAN CREAM @ CORRECTION PENCILS 


CODO CARBON GRIPPER BACKING SHEET 
A patented Codo feature included in each Box of “Super- 
Treated” — “Super-Kote” — “Keen-Rite” not shed sale 


Codo-MeG. core. 13 


Factory: Coraopolis, Pa. 
270 eee St 


New York 12, 


564 W. Monroe St 
Chicago 6, I" 


401 Wood St 
Pittsburgh 22, Pa 


businessmen realized that the work and 
savings of a lifetime had been carried 
away, the immense job of digging out, 
cleaning up and rebuilding began at 
onee. Business offices, nerve centers of 
the flood stricken firms, had to be re- 
stored to efficiency first. There was no 
time to lose, and office equipment dealers 
of Kansas City responded magnifi- 
cently. As a group they offered their 
entire facilities and resources. Working 
often around the clock, they patched up 
every piece of furniture and every office 
tool that could be saved, and replaced 
the pieces that were a total loss. 

Actually, the entire office equipment 
industry worked as a team. They worked 
in a spirit of unselfish cooperation to 
help fellow businessmen who were in 
trouble. Officials of both the National 
Stationery & Office Equipment Assn. 
and the National Office Furniture Assn. 
sent representatives to consult with the 
local dealers. Through the efforts of the 
associations, office equipment items for 
flood damaged offices were assigned high 
priority through the extension DO-U-9 
ratings. Manufacturers, too, gave every 
cooperation, diverting scarce products 
and making rush shipments to the flood 
area. 

William J. Evans, owner of the Cen- 
tral Desk & Safe Co., ‘tells a story typi- 
eal of the salvaging operations under- 
taken by Kansas City dealers. “Believe 
me, it was one gigantic, horrible mess,” 
said Mr. Evans. “We picked up files and 
chairs and desks by the: hundreds and 
brought them into our shop. Customers 
hauled truckloads of rusting, rotting 
equipment caked with mud and slime to 
us. The stuff was dumped off into a big 
pile behind our store.” 

“The flood wasn’t like any mixture otf 
water you can imagine. It was a re- 
volting, corrosive solution of slime, acid 
and pollution. Ten thousand eattle, 
drowned when the flood swept through 
acres of stockyards, rotted in the flood 
waters. Oil and gasoline from a huge 
oil refinery coated the surface. Acid 
and chemicals were absorbed from sev- 
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CLAR-O:TYPE 


CLEANS TYPE 


e 
eo" (i 


Bosses and typists 
alike endorse the 
deft, businesslike 
type-cleansing magic 
of CLAR-O-TYPE . . . so 
fast, so economical! 
Sturdy dauber elim- 
inates spattering and 
drudgery! Try it! 


60¢ at all stationers 
and typewriter dealers 





Do You Want.. 


the Best Values in 
Rough and Rebuilt 
Office Machines? 


Buy from INTERNATIONAL 
ADDRESSOGRAPHS ... 


- all makes and models are available at 
International, Every machine we ship is 
guaranteed to be exactly as specified. 
We Offer a Full Line of Select Rough 
and Rebuilt... 

ADDING ¢ BOOKKEEPING 

CALCULATING MACHINES 
COMPTOMETERS © TYPEWRITERS 

ADDRESSOGRAPHS 
Dealers’ Inquiries Welcomed 
Write, Phone or Wire 
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SSSSSSSSSESSSSSSSSSSESSSSSeeeeseseeee: 


VUE-FAX CORPORATION 

90 Gold St., New York 38, N.Y. 
Please explain how I can 

simplify snd systematize my 

record keeping with VUE-FAX. 

AE prediests 

FIRM 

ADDRESS 














ADM aE 


PLANNING UNIT 


MO DRAFTING NECESSARY! 


OFFICE LAYOUT MADE EASY! 


Plan your office for greater efficiency and coordination. 
TrioMetric Planning Unit includes sturdy planning 
board with molded plastic surface and all materials 
needed for making clear, workable layout. Complete 
instructions plus valuable booklet on good office 
planning methods. For floor area up to 40’ x 56’— 

00; up to 72’ x 96’—$17.50; up to 96’ x 144’ 
—$27.50, FOB Pittsburgh. Satisfaction guaranteed: 
literature on request. 


PRIOW IST RUC, ONC, 


711 Penn Avenue beh ad-jelbbact ely 7-ae a-O 











IN A FEW MINUTES... 
PLASTIC BIND YOUR OWN PRE- 
SENTATIONS — PAMPHLETS — 
REPORTS RIGHT IN YOUR OWN 
SA «pl 


Now for the same price 
of an ordinary 
| stapling machine, you 
| can have attractive— 
colortul reports 
Pages w turn 
looseleaf 
advantages. Use any 
size color cover stock... 
AND IN- A MATTER OF 
A FEW MINUTES produce 


a beautifully bound book. 


THE MIGHTY 
MIDGET PUNCH 


only $9.90 
See a over, by 4 ey haa In various 


"FREE! 2 2 ‘WEEK TRIAL OFFER 
AT NO OBLIGATION 


ORDER TODAY! OR_WRITE FOR 
ILLUSTRATED LITERATURE 


TAUBER PLASTICS, INC. 


202 HUDSON ST., NEW YORK 13, N. Y. 
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BRAND NEW REPLIMAT 
ALL PURPOSE OFFSET 
TYPEWRITER RIBBON 


For typing on all offset master plates, as well 
as for ordinary letters. No need to change 
ribbon. Will not dry out—either in machine 
or on shelf! Guaranteed and proven by actual 
test to give 2 to 3 times more typing. 


Send for trial ribbon — $1.25 
postpaid TODAY 1.B.M. $1.50 


A E P L i C A PRODUCTS 
CORPORATION 
Manufacturers of Offset 
Duplicating Supplies 
1584 NASSAU STREET. NEW YORK 38. N. Y. 
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ee RD 


STEEL STORAGE FILES 


“Double” as active files. Stack without sag 
or bulge. Easy roller operation. Oven- 
baked gray or green—brass finish trim. 
Prompt shipment. 

CONTACT YOUR DEALER TODAY 


soy. ooagage: Manpatining Company 


ST JACKSON BC 








ADDRESSING MACHINES 


EQUIPMENT-SUPPLIES-PARTS 


REBUILT ADDRESSOGRAPH 
ALL MODELS 

HAND & ELECTRIC 
WE MANUFACTURE... 
BUY and SELL Pilates, 
frames, trays, cabinets, tabs, 
ribbons, speedaumats. Our 
large stencil embossing dept. 

gives fast, accurate service. 


REBUILT ELLIOTTS 
ALL MODELS 
HAND & ELECTRIC 
WE MANUFACTURE... 
BUY and SELL Fibre sten- 
cils, long & short trays, 
cabinets, liquid & paste ink. 
Also Smith Stencil type- 

writers. 


WRITE FOR INFORMATION, PRICES & CIRCULAR 
Dept. 15-0, 40 W. 15th St., N. Y. 11, N. Y. 


MAILERS’ EQUIPMENT CO. 
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eral hundred factories. “The wood 
furniture was completely ruined or had 
floated off down the river. You couldn’t 
tell the condition of the metal pieces 
until the layers of mud were scraped 
and washed off. Most of the stuff was 
badly rusted; some beyond any hope of 
saving.” 

A bright spot in Central’s desk and 
safe salvage operations was an installa- 
tion of Sturgis steel chairs, sent in by 
Colgate-Palmolive-Peet Co. Its Kansas 
City plant, all under water during the 
flood, is one of the world’s largest cos- 
metic plants. Chairs, installed in a con- 
ference room, had been under water for 
a week and then had stood several more 
days, heavily coated with a corrosive 
layer of mud. 

According to Mr. Evans, when the 
mud was scraped and cleaned away, the 
finish came out hard and clear with no 


sign of rust. The upholstery, naturally, - 


W. B. Ege (right), purchasing dept., Colgate- 
Palmolive-Peet Co., Kansas City, with one of 
the Sturgis chairs that went through the flood. 
W. J. Evans, Central Desk & Safe Co., points 


out absence of rust. 
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The AMAZING NEW 


TYPEWRITER 


Rugged and husky in its construction to 
give years of service, yet smart and 
modern in design, the new Olympia 
feather touch light office typewriter 


invites comparison with any other 
machine. Make a point by point inspec- 
tion. Check its many outstanding exclu- 
sive features. Note its beautiful finish. 
And you will be amazed at its reason- 
able cost! 


Made in 
Western 


Dealerships Germany 


» available 
Write for Illustrated Literature 


INTER-CONTINENTAL TRADING CORP. 


90. WEST ST.,.N. ¥. 6, .N..¥% 











TYPE CLEANING MADE EASIER 


— no liquids to spill. 
*NORTA THE ORIGINAL PLASTIC TYPE CLEANER 
Free somple sent ypon request ...write to 
NORTA DISTRIBUTING COMPANY 
1123 Broodwoy, New York 10, N Y 





mex §=—- DUPLICATORS 

BEAM end Supplies jor 
bs =a Duplicators 

y 


THE “HEYER CORP - CHICAGO 
CASH REGISTER 


as 
WRITE FOR LATEST CATALOG 


International Cash Register Parts Co. 


Successers to 
Chicogo Cosh Register Parts Co 
DDISON STREET, CHICAGO 18, ILLINOIS 


3 PHON PROBLEMS 


SOLVED —— 
1. Safeguarding privacy. 

2. Quieting the office: 

3. Better hearing—noisy places. 
HUSH-A-PHONE 
Model for all types 
of phones and dic- 
tating machines. 
Write for Literature 
HUSH-A-PHONE 


65 Madison Ave. 
Room 710 





| sack Chamber of Commerce. 
| let summarizes the five steps of problem- 
| solving, 








New York 16 





ae 
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had to be replaced. The original finish, 
however, came out good as new because 
all of the metal parts had been protected 
with Bonderizing during the manufac- 
turing process. 

Kansas City will carry the sears of its 
great flood for many years. However, 
as a result of bulldog determination and 
close teamwork, industry is again pro- 
ducing. No small part of the credit for 
the marvelous recovery is due the office 
equipment industry, which made avail- 
able the office tools required to put 
devastated factories back to work. 


New Books 


(Continued from page 49) 


duction data; departmental statements 
of expense and activity; distribution of 
departmental expenses to functions; 
computation of unit or item costs; dis- 
tribution of income to functions; prepar- 
ation of functional profit and Joss state- 
ments by relating earnings to sources 
and uses of funds, and branch costs. 

1951 PROCEEDINGS. National Office Manage- 

ment Assn., Philadelphia, pp. 64, $3. 

Text of talks at NOMA’s 32nd an- 
nual conference in New York. Topics 
covered are: Conservation for Use . 
Not Sentiment, Human Relations in the 


| Office, Points for Emphasis In Modern 


Office Management; Building Incentives 
Through Proper Job Description, Evalu- 
ation and Performance Ratings; Work 
Simplification, How the Office Manager 
Can Improve Himself, Mechanization in 
the Office, Making the Office Career At- 
tractive to Youth, and Administering 
Your Chapter’s Committee Set-up. 


HOW TO THINK MORE EFFICIENTLY by Edward 
F. Walsh, Hackensack, N. J., pp. 20, 25 cents. 


Straight thinking in business and in- 
dustry can be widely increased through 
application of a few simple laws, claims 
Mr. Walsh, executive secretary, Hacken- 
The book- 
taking an 


actual problem 


| through each step. 


Tue Orrice—December, 195] 











LET'S GO SLEUTHING! 


For Clues to Better Typing 
CLUE |. Your Typewriter Roller Should Be Changed Once A Year 


Before your hard and pitted roller causes uneven type impressions, 
ribbon cutting, type face damage and general machine inefficiency. 


CLUE Il. For the Best Results, Make Sure it's An 
* Ames FUTURISTIC 5-Star Platen * 


je -s« THE BEST NAME IN PLATENS 


* 


Manufactured and Distributed to Office Machine Dealers by the 


AMES SUPPLY COMPANY 


ATLANTA 3 DALLAS 1 NEW YORK CITY 7 
156 Alexander, N.W. 1913'/2 Commerce St. 37 Murray St. 


CHICAGO 6 LOS ANGELES 21 SAN FRANCISCO 5 
564 W. Randolph St. 777-779 E. Pico Bivd. 583 Market St. 


Export Distributor 


AMES INTERNATIONAL, INC. 
564 W. Randolph St., Chicago 6, Ill. Cable Address: AMESINTER, Chicago 








Rebuilt MONROE Machines 
MONROE 


CALCULATING and ADDING 
MACHINES 


Write to C.E.C. for information 
about models available and prices 





CALCULATOR EQUIPMENT CORP. 
Orange, New Jersey, U.S. A. 
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NEWS 





of the Industry 


OEMI Elects Oelman 


: A series of in- 
=: teresting discussion 
topics made up the 
agenda of the an- 
nual meeting last 
month in New 
York of the Office 
Equipment Manu- 
facturers Institute. 
The subjects in- 
cluded the control- 
led materials plan, 
market research, foreign relations, the 
marketing areas map and advertising 
in a defense economy. R. S. Oelman, 
executive vice president, National Cash 
Register Co., was elected president. The 
new vice presidents are Fortune P. 
Ryan, president, Royal Typewriter Co.; 
A. B. Dick III, president, A. B. Dick 
Co. W. F. Arnold, vice president and 
general sales manager, Underwood Corp., 
was re-elected treasurer as were E. D. 
Taylor, administrative vice president and 
Miss G. L. Meyer, secretary. 


R. S. Oelman 


saci 


Full operation began this month at Columbia ‘Ribbon & 


144 


Head Royal in Canada 
Co: oR Royal Typewrit- 
er Co., Ltd., Roy- 
al’s Canadian 
branch, appointed 
two men who have 
come up through 
the ranks to senior 
executive posts in 
Montreal. L. C. 
Bowen, whose most 
recent post has 
been factory man- 
became managing director of 
Royal in Canada, and H. F. Madden, 
former eastern district manager, took 
over as general sales manager. The pro- 
motions were announced by Howard W. 
Ulrey who leaves the managing direc- 
tor’s post for a new appointment with 
Royal in the U. 8. Mr. Bowen, a native 
of London, Ont., started with Royal as 
a typewriter apprentice in 1935. He 
worked in the factory as a mechanic and 
foreman, and after a term of service 
with the RCAF, returned as designing 


L. C. Bowen 


ager, 


Carbon Pacific, Inc., subsidiary of 
Columbia Ribbon & Carbon Mfg. Co. The 32,000 sq. ft. plant at Duarte, Calif., is on the 
Santa Fe main line and will make and distribute all Columbia products. 
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Quality, efficiency and years of dependable service 
have placed the Bert M. Morris Company foremost 
in the field of better Desk Top Equipment. Many 
famous users have their emblems imprinted in gold. 


MORRISET — the constant- 


flowing, all-round writing 
implement that holds o 
full 2% ounces of ink for 
months of writing without 
refill. Absolutely will not 


flood. Choice of five quick- 


ly replaceable “thread-in” 
points — extra fine, fine, 


THERE 1S NO SUBSTITUTE 
FOR QUALITY. All Morris 
writing sets are equipped 
with iridum tipped points 
and each point is tested 


and approved at factory 


medium, broad, stub. for writeability 





STURDINESS e EFFICIENCY 
SMARTNESS 
These are combined in the 
superior design of all Desk Top 
Equipment manufactured by 


THE BERT M. MORRIS CO. 


The setting shown — pen set, 
memo pad, letter tray, ash tray. 
bookends and phone rest are a 
rich appointment to any desk — 
the stamp of an exacting, effi- 
cient executive. The complete 
setting retails for little more than 
the cost of one higher priced - 
comparable fountain pen set 


MEDIUM 


BERT M. MORRIS CO. Desk Top Package Deals #100 and #200 
Inquire about the surprisingly low cost of completely 
furnishing a desk with these items. 


EXTRA FINE 








FOUNTAIN PENS — an effi- 800K MEMO PADS—available in LETTER TRAY—strong two 

cient and economical pen inexpensive book ends to two types With jewelers point suspension allows 

set with ‘‘thread-in"’ point match modern office fur- bronze bar that drops as ccess from entire front 

section A real time and _ niture. paper is used. or standard a both sides Tiers 

money saver in any office. box style ———, added, legal or 
etter size. 


BERT M. Mor RIS CO. err 0-1,8651 west THIRD STREET—LOS ANGELES 48, CALIFORNIA 


In Canada: McFarlane Son & Hodgsen, Ltd., Montreal, Que. 


ENDS — at last — ASH TRAY—A rea) He-Man 
ash tray. Glass lined. per- 
fect for any desk or con 
ference table. 
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ANOTHER SA LABOR-SAVING SERVICE 


F NOW Furnished with headings 
—— printed to your specifications . .. 
at remarkably low cost to you 


© Made of high rag content substance 28 green tint ledger stock. 


©@ Pen ruled and green edged @ Eliminates eye strain and eye glare. 


© Excellent writing surface @ Will withstand erasures @ Headings are printed te 


your specifications—a real time-saving feature. 


ALL SHEETS PUNCHED TO 
FIT STANDARD BINDERS 


SHEET SIZES 
4" x 117" 
ri" x 14" 
Le rls 


SK 


| 


— as 100 


er as few to 
You moy orerinted headings 
sheets w your order. 
. 
d 
amples an 
Send f° orticulars. 








S-K FORMS COMPANY 


309 WALNUT STREET - PHILADELPHIA 6, PA. 
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engineer. Mr. Madden started well down 
in the company’s ranks when he was 
employed in 1937 as a cost clerk. He 
served with the Canadian Army from 
1941 to 1945, moving into the sales or- 
ganization on his return. Both men are 
headquartered in Montreal. 


Exporters Elect 

American Office 
Supply Exporters 
Assn. held its an- 
nual election fol- 
lowing the regular 
monthly meeting 
Oct. 17. For the 
1951-52 season the 
board of directors 
elected: Henry R. 
Williams, R. A. 
Stewart & Co., 
president; H. P. Stewart, Eversharp, 
Ine., vice president; Frank Rivera, 
Boorum & Pease Co., treasurer; David 
Manley, Modern Publications, secretary. 
The association fosters the development 


Henry R. Williams 


of export business, seeks the easing of 
international trade restrictions and dis- 
cusses common problems facing its mem- 
bers. Importers and agents of office sup- 
plies and equipment from different coun- 
tries as well as government officials are 
speakers at the luncheon meetings. 


NOMDA 1952 Convention 

National Office 
Machine Dealers 
Assn. announced 
that its 1952 an- 
nual convention 
will be held in 
Dallas, Texas, in 
June. D. L. Keeney 
Jr. is general con- 
vention chairman. 
Mr. Keeney, presi- 
dent of the Texas 
Office Machine Dealers Assn., said, ‘‘ We 
promise to stage the gathering in truly 
Texas style and of course everyone 
knows what that means.’’ The hotel and 
exact dates will be announced later, 


D. L. Keeney Jr. 





When two boys used an Art Steel Sales Corp. carton for some quiet fun, a Detroit free 
Press photographer made enough pictures for a full-page feature titled, "The Walking Box,” 
and ASCO gained the publicity. 
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Winners of the Outstanding Salesman Awards of the Baltimore Office Equipment Managers 
Assn. were presented with engraved cigarette lighters by Walter Vanerman, secretary to 
Baltimore's Mayor D'Alessandro. 


Denominator Co. Expands 


Denominator Co. last month opened a 
new manufacturing plant on Main S&t., 
Woodbury, Conn., which quadruples pre- 
vious production space. Situated near 
their source of supply, the new head- 
quarters will greatly facilitate the ex- 
panded deliveries needed to meet the 
increased demand for Denominator coun- 
ter-tabulators. R. C. Morse, sales man- 
ager, stated that Denominator’s New 


York sales, service and maintenance of- 
fice would continue at 261 Broadway. 
The firm has been making Denominators 
for 35 years. 


Anchor Paper Vice President 


Anchor Paper Corp., of Ennis, Texas, 
has appointed A. L. Hardesty as vice 
president and plant manager. Other offi- 
cials of the company are Garner Dunker- 
ley Jr., president; W. R. Schween, vice 





Your Key...... 
TO SECURITY AND SALES! 


Safeguard checkwriters with security 
lock give complete bank account 
protection against check forgers. 
A must for every business, be sure 
you have the complete sales details. 
For information concerning indus- 
tries demand for Safeguard Check- 
writers write or wire today. 


MODELS H-K 
VOUCHER & INTERNATIONAL AVAILABLE 


OVERSEAS CHECKWRITER DISTRIBUTOR: SAFEGUARD INTERNATIONAL, PHILA., PA. 


Safeguard Corp. 


LANSDALE, PENNSYLVANIA 
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president; Leonard Gehrig, treasurer; 
Alto B. Cervin, secretary and G. C. 
Dunkerley, vice president. All the men 
live in Ennis except Mr. Cervin who 
lives in Dallas. Before coming to Ennis 
in July, Mr. Hardesty was located in 
Dallas where he represented the unions 
in the paper industry and became ac- 
quainted with the Ennis men, who are 
executives in the Ennis Tag & Sales- 
book Co., and American Carbon Paper 
Mfg. Co. Upon resigning his position 
with the unions, Mr. Hardesty bought a 
small plant, became associated with the 
Ennis men and moved the plant to 
Palmer. 


NOMDA Mid-Winter Meeting 


National Office Machine Dealers Assn. 
holds its annual mid-winter meeting at 
McAllister Hotel, Miami, Jan. 11-14. 
Florida dealers will also stage their first 
office equipment exhibit at this meeting. 
Requests for exhibit space should be 
sent to Charles Meyers, 1777 N.E. 2nd 
Ave., Miami 32, Fla. 


For Thermo-Fax in N. Y. 


George Hamill Jr. has been appointed 
sales manager of the Magna-Crest Corp., 
New York, it was announced by Russell 
O. Hudson, president. Magna-Crest is 
distributor for Thermo-Fax, the one-step 
dry process, instantaneous reproducing 
machine and paper, products of Minne- 
sota Mining & Mfg. Co. Mr. Hamill was 
formerly on the systems and methods 
staff of Lever Bros. Co. 


Visirecord Sales Expand 


As part of an allout drive to expand 
production and sales facilities in serv- 
ing war and civilian industry, Visirecord, 
Ine., announced through Herbert Wes- 
ton, president, the appointment of Wil- 
liam L. Reese as national sales direc- 
tor. Mr. Reese, whose duties will in- 
elude setting up additional distributor- 
ships, sub-distributorships and _ sales 
agents located close to vital defense in- 
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Ditendaélee AMUTOCOPY 
DUPLICATOR PRODUCTS 


AUTOCOPY, INCORPORATED 


466 WEST SUPERIOR CHICAGO 10 ILLINOIS 
18 WEST 18 STREET ee oe ee ee, | Y 


@ BookKEEPING 
@ CALCULATING 


conditioned. Write for 
current prices. ‘ 


321 BROADWAY « NEWYORK? N.Y 
WO 4-1240¢ rable: Hodgmach 








ALL PURE COMMERCIAL 


WAXES 
CARNAUBA © OURICURY » BEESWAX 


Sole Agents 
GENUINE 


*RIEBECK BRAND 


MONTAN WAX 


STROHMEYER & ARPE CO. 
139 Franklin St., New York 13, N. Y. 
* Reg. U.S. Pat. Off. 











ADDING MACHINE PARTS 


Serying Dealers for 20 Years 
Write for Our Cataloa 
TTT merry ||| 
|. A. DEHN, JR. 


The Pioneer y Vokes ng Machine Parts Man 
ADDING MACHINE PARTS EXCLUSIVELY 
P.O. Box 144, Elmhurst Station, 
Oakland 3, Calif. 











DE LUXE “Safette” 


METAL 
Personal 


FILE! 


No. 811 


ACCOUNTING, 


We furnish all special features and rebuild 
the machines you order to your direct speci- 
fications. All machines unconditionally guar- 
anteed. Inquiries invited. 


WE ARE ALSO BUYERS OF ALL MAKES 
OF OFFICE ACCOUNTING MACHINES 


Accounting Machine Export Corp. 
434 BROADWAY, NEW YORK 13,N.Y. 





SAFE—HANDY—CONVENIENT! 
Main compartment with 20 file folders, Fire resistant. 
long life, lasting looks. Beautiful hammerloid finish. 
ton. Shipp. Wot. & Ibs. A top 
Dept. O, 81 W. Van Buren St., Chicago 5, Ill. 
BUILT FOR SERVICE 
Efficiency— 
natural position of 
are designed to 


KEEPS YOUR PERSONAL PAPERS 
Meets your every demand for a top quality personal 
file. Large secret chamber with 5 storage envelopes. 
Water repellent, Swivel front opens a full 3 inches. 
Two locks. Two keys. Made of heavy yauge metal for 
Office gray or green. 13” x 12” 

x 52” deep. Packed 1 to car- $ 15 
value. Order your needs today. Bist 
MASO STEEL PRODUCTS 
OFFICE MACHINE STANDS 
Combining 
Portability— 
———— 
urability 
Adjustable to the 
any pair of hands. 
KARLO. STANDS 
= better service 
an any other of- 


fice machine stand 
on the market. 
KARLO STANDS 
combine added 
features which as- 
- maximum port- 
ability, attractive 
sppoerence, utmost 
efficiency and 
greatest 
durability. 


Write for 
full particulars 


KARL MANUFACTURING COMPANY 
32-36 lonia Ave. S.W., Grand Rapids 2, Mich. 











CLASSIFIED DIRECTORY 
OF OFFICE EQUIPMENT 


45,000 latest addresses of manufacturers and 
dealers in all four zones of Germany includ 
ing Berlin. Contains the 
Biiromarkt—Classified Directory 

616 pages, a book, priced at 7 US-Dollars, 
including postage, and which is a great 
help to each businessman, dealing with 
Germany. 

Please check also the following editions! 
Jiirgen Helfer: Konstruktionselemente der 
Schreibmaschine, 48 pages, 24 illustrations, 
50 cents. 

Dr. Walter Wittmann: Zweckmassige Buro- 
mobel, Grundlage rationeller Biiroarbeit, 
165 pages, 80 illustrations, 2.50 US- Dollar. 
Dr. Rudolf Werneburg: ABC der Birotech- 
nik, 144 pages, 57 illustrations, 1.50 US- 
Dollar, 4 

Ernst Martin-Johannes Meyer: Die Schreib- 
maschine und ihre Entwicklungsgeschichte, 
592 pages, more than 1000 illustrations, 8.- 
Dollars plus postage. 

Don't fail to subscribe to the International 
Journal for Office Equipment ‘'Biiromarkt" 
which appears twice a month. Annual sub- 
scription rate of 5, US-Dollars informs you 
about all novelties on the European market. 


Mail your order to: 


VERLAG PETER BASTEN, 
AACHEN, GERMANY 
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This attention-get- 
ting Royal Portable 
window was built 
around a Caveman 
Display recently dis- 
tributed by Royal 
Typewriter Co. to its 
dealer organization 
and attracted many 
passers-by to Bix- 
by's, Grand Rapids, 
Mich. 


stallations, will supervise and control the 
hiring and training of a large staff of 
specialists whose main functions will be 
to show businesses how to make time, 
manpower and floor space do more. The 


first training school will open in New 
York Jan. 9, and will be followed by 
schools in other cities. Mr. Reese comes 
to Visirecord with a background of over 
20 years association with such organiza- 








RUBBER TYPEWRITER KEYS 


Bring comfort to typing! 
Greater operating ease! 
Greater work accuracy! me 
Prevent broken fingernails! 


PLASTIC KEYTOPS AND PLASTIC KEYBOARD PARTS 
in colors, with numerals ond alt wt stans. 


ADDING MACHINES 
acc ome MACHINES AC ASH REGISTERS 
OOKKEEPING MACHIN COIN CHANGERS 


TYPEWRITERS OF ALL MAKES 
INDIA BERLIN-CHARLOTTENBURG 9/V, GERMANY, WEST ZONE 








- FEDERAL - FEDERAL - FEDERAL - FEDERAL - FEDERAL - FEDERAL - FEDERAi - 


US. 
CASH REGISTERS 


For INDEPENDENT Dealers 
(Liberal Open Account Terms) 


“7fe FEDERAL CASH TO CO. 


DEPT. 18 P.O. BOX 2265 KANSAS CITY, MO. 


FEDERAL-FEDERAL 
Iwuadad - IvuadId 
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Erase Carbon Paper 
DEALERS MAKE MONEY 


NEV-R-KURL carbon pa- 
per can increase your store 
traffic. It moves fast and 
adds to your profits. Here 
are some of the reasons 
why. People using NEV-R- 
KURL carbon paper enjoy 
its ease of use. They like 
these economy and effici- 
ency features! It can be 
used in most office machines. 
It’s plastic backed to pre- 
vent slippage. It won't 
smudge, tree, curl or wrin- 
kle. Any office can have up 
to 50% more permanent 
legible copies using NEV-R- 
KURL. Ask us today to 
tell you how you can 
make more money selling 


NEV -R-KURL carbon 
paper. 





PILLS 








tions as Standard Register Co., Crane 
Co., and Frigidaire Corp. Plans call for 
a 1952 increase in sales volume to civi- 
lian and defense users of 100% in keep- 
ing with new and increased production 
facilities provided by the acquisition of 
a new plant at Copiague, L. I. First six 
months sales in 1951 show an increase 
of 84% over the corresponding period 
of 1950. 


Melton Moves to Chicago 


Melton Publishing Co. has moved their 
executive office from Kansas City, Mo., 
to Chicago. Robert E. Wright has been 
appointed sales manager and publicity 
director. 


Nathan’s 75th Year 

Nathan’s, also known as Chas. S. 
Nathan, Inc., large retailers of new and 
reconditioned office furniture, celebrated 
its 75th anniversary last month. Na- 
than’s has two retail locations: 546 
Broadway, New York, and 150-01 Hill- 
side Ave., Jamaica, L. I. This business 
was started in 1876 by Charles S. Nathan 
in Jersey City with 160 ft. of floorspace. 
The founder’s sons, Myron and the late 


rinati TIME RECORDER COMMIS 


. e¢ 


C. F. Steinmetz, vice president in charge of 

sales, Cincinnati Time Recorder Co., con- 

gratulates E. |. Knox of Dayton Stencil Works 

for outstanding sales performance distributing 
Cincinnati products. 
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ic 
wat 
yw guanee 


FORCE 
MODEL 
+450 
METAL 
DATER 


FOR FAST, ACCURATE TYPING =| QQ whet 
OF BOTTOM LINE INDEX . Soran Sine 
ON ALL VISIBLE CARDS — s 


10 Card Sizes — $1.85 to $2.30 


Ask Your Visible Systeme Supptier 
or write to PALLEY MFG, CO. 
280 Main St., Worcester, Mass. 


ontrolled Front Feed Stop 
Gives Precision Alignment 


THREE QUARTERS OF A CENTURY’S SERVICE 


WM. AL FORCE 


& COMPANY, INCORPORATED 


STENCIL BOOK FILE 


J.A.HEINRICH | 


DANKERS 
HAMBURG 11 


GERMANY (Western Zone)establ.1905 

PARTS &: 4 

| | \ aimace ed 
) \ | 

The Smart Way to PLATENS eh 


FILE STENCILS / \ TOOLS oe 








= - 50 _ a page ee Sosy 
ontains index, numbered pages and pro- 

duction record sheets. Special oil-treated \ OO = SS ORI E > 
pages keep stencils moist and flat for es 
future use. : 2 
Capacity 50 stencils ............... $2.75 for all office machines 
Capacity 100 stencils ............... 4.00 
TECHNYGRAPH CO., Techny, Il. 
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PERMA 
CHAIR MATS 
Are REVERSIBLE 


Beveled Edges—Black, 
Brown, Green, Maroon, Grey 


$50 ~ $300 
Style 9648. ; Style 9649. 


Po Dud watt 


GEO. E. FOX & CO. 


SAMPLE ROOM, OFFICES AND FACTORY 
1051 N. Throop St.,Chicago 22, Illinois 


WON'T TIP OVER 


SHOWN: NEW MARCHANT Figuremaster 
ON A TUSCO STAND. 


TUBULAR SPECIALTY MFG. CO. 
1940 Stanley Ave. Oe ee 
“ ESTABLISHED 1921 


TYPEWRITERS 
NS ee VN 


REGAL'S NEW YORK warehous® 
and 80 stock depots carry a re- 
volving stock of 10,000 machines. 


REGALRITE BRAND 
RIBBONS AND CARBONS 


oa 
THE UTMOST IN QUALITY 
THE LOWEST IN PRICES 


Proven —Best by Test—Best for Less 


« 
REGAL TYPEWRITER COMPANY, INC. 


200 HUDSON ST., NEW YORK 13, WN. Y. 


IT PAYS... 

to MODERNIZE your 
BURROUGHS 78's & 72’s 
with VON’S SIDE PANELS! 


WE NEED: 

NATIONALS. CLASS 2000 & 

3000 MACHINES-——LATE MODELS. 

FRIDEN, MARCHANT & MONROE 
LAS AND MA7 


VON SOOSTEN & CO. 
804 PINE ST., ST. LOUIS 1, MO. 
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J. Jerome Nathan successfully carried on 
the business making it one of the out- 
standing concerns of their day in the 
field. About 15 years ago, Seymour, son 
of the late J. Jerome Nathan, and 
Charles, son of Myron Nathan, took 
over management of the business which 
is now nationwide with sales running 
into millions annually. 


Standard’s N. Y. C. Manager 


Morris P. Folickman has been ap- 
pointed to the newly created position of 
sales manager of Standard Business Ma- 
chines Corp., New York agency for 
Standard Duplicating Machines Corp. of 
Everett, Mass. This appointment is co- 
incident with the introduction of the 
newest Standard Duplicator, the Coronet. 


New Forms Presses 


Increased capacity of 40% is promised 
by American Lithofold Corp., following 
installation of four new high speed 
presses at the St. Louis plant. R. J. 


Blauner, president, points out that two 
of the presses are already in service, 
with the third and fourth now under 
construction. Special adaptation by com- 
pany engineers will equip the presses 
to perform a variety of functions at high 
speed and with great accuracy. Arrange- 
ments have been made for additional 
supplies of paper and carbon paper with 
which to operate the new equipment at 
full capacity. The result will be highest 
priority and rapid delivery to American 
Lithofold Corp. customers. 


James N. Feeley 


One of the best known and most be- 
loved men associated with R. C. Allen 
Business Machines, Inc., James N. Fee- 
ley, service manager, died Oct. 23 after 
a long illness. Mr. Feeley, who was 63, 
joined Mr. Allen in 1931 as one of his 
three original associates. Prior to that 
he had spent many years in the office 
machine industry with Remington Type- 
writer Co. and Add-Index Co. 





“The Works in ONE OPERATION! 


Weldon Roberts combination erasers—each 

containing two different kinds of quality 

rubber, joined together! 

SAVE WORKERS’ TIME! The Weldon Rob- 

erts eraser illustrated—together with sev- 
eral others—really represent THE WORKS 


WELDON ROBERTS 
RUBBER CO. 
Newark 7, N. J. 


America's Foremost 
Eraser Specialists 
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930 ENSEMBLE (PINK & GRAY RUB- 
BER) A combination eraser that does 
most everything. Handy, bias-beveled 
shape. Soft, pink pencil rubber 
joined to soft, gray ink eraser. 
ink, pencil and crayon erasing. 


For 


for quick, convenient erasing for many re- 
quirements—eliminating extra work, extra 
expense, at no exira cost! 

ASK YOUR DEALER TO SHOW YOU WEL- 
DON ROBERTS COMBINATION ERASERS— 
TWO KINDS OF RUBBER JOINED FOR 
TIME & MONEY ‘SAVINGS! 


Correct Mistakes in Any Language 
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Accounts Receivable and Credit System, Swank's Simplified, George J. panei .. .Sept., 
Air Raid Defense Planning, Don't Neglect Your Office, Sidney Feldman......... Nov. 
AMA Office Conference in New York, Oct. 18-19 

Attendance Incentives Will Work in Offices, Cari G. Baumes 


Banks, “Cafeteria” Design Seen Dangerous in Small-Town, Fred O. Copeland 
Billing, Camera Speeds Airline 

Billing- Shipping Plan, Improved, Henry Baerman 

Building in Colorado, New Esquire-Coronet Office 

Building of the M. & St. L. Railway, New Minneapolis Office 

Building, Government Moves into Washington's Largest Office 


Calculators, Two-Finger Figuring Giants Depend on Desk... 
Chat-Squashing, Cut 
Gonteolters’ Conference, Sept. 30-Oet. 3... o.oo eee en cece cene vee 


Dictating Machine for Three Offices, One................ 00.0000 00 


Electric Typing, Manual vs., C. /. Keelan 

Electric Typing Movie 

Engineering Principles Applied to Office Work, Don F. Copell 

Equipment?, Are Workers Qualified to Select Office, Melvin C. Jack.............. 


File-Desk-Cierk Combination Improves Work and Morale 

Filing, Government Rules on Classified 

Filing, The Fundamentals of, Dorothy Aldrich Pickett 

Fire Damage, How to Minimize Office 

Fire Extinguisher Day, Oct. 10 is Check Your 

Fire Can Be Prevented, Office, Horatio Bond. . peas 
Flood, Some Office Furniture that Survived, the, Robert M, ‘Matthews 


Kansas City Offices, When the Mississippi Visited, Frances Hobson 


Leadership, The Levels of, Donald A. Laird 
Letter-Writing Dollar?, How Can We Get More for Our, John E. Thiele 
LOMA Conference, Sept. 24-26 


Machine Methods, Offices Should Have Automatic, Emerson F. Cooley & Bruse Moncreiff July, 
Mail Routing Guide, The, Milton Reitzfeld Nov., 
Mobilizing the Office for Peace or War, Herman ney peu ae Stas ca a eae 
Modern Office?, Have you a, Charles O. Libbey. . 

Museum's Records Never Die, A, William Hurd Hillyer. 


National Business Show in New York, Oct. 22-27 

National Business Show, Over 89,000 Attended New York's 
NOMA New York Conference, 1400 at 

NOMA Surveys Office Customs 

NOMDA Convention, Fair Trade Discussion Features 26th Annual 
NSOEA Convention; 7,045 Visit Exhibits, 2,631 at 

Noise, Reducing Office, Charles J. Nocar 


Packaging of Office Equipment for World Markets, Scientific, Lyne S$. Metcalfe 


Paint Colors, Choosing Office, C. |. Keelan 
Personnel Execs Gain 
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Procedure Control Prevents Unnecessary Paperwork, Milton Reitzteld 
Professional or Clerical?, Are Office Workers, Robley D. Stevens 


Quality Control, Steps to Office, Bennet B. Murdock 


Records Built into Iron Mountain, Bombproof Storage for 


Secretary 1951," “Miss 


Security Procedures for Offices Handling Defense Contracts, Arthur R. Pell 
Shelf Space, Saving Stationery, Irvin A, Herrmann 


Standards, First Two Office 


Stationers Plan 45th Annual Convention and Exhibit in Chicago, Sept. 22-26 
Statistical Work, Adding Machine Tapes Guide 


Steno-Typist Shortages, Easing, Russe// Le Fevre 


Stock Control, Warehouse Elaborates System for Better 


Students, A National Association for Business 


Summarizing the Easiest Way?, Are You, Oscar F. Moore 

Supervisor Can Develop More Productive Group, Irving Weinstock 

Supervisors, How a College Helps Business Train Office, Bernard Mintz 

Supplies to Run a Big Office, It Takes a Lot of Small, N.L. Sickinger & William Barabas Nov., 
Systems Conference in Chicago, Oct. 10-12, Annual 


Systems Conference, 400 at 4th Annual 


Uncertainties Pose Biggest Problems for Office Managers, J. L. Batchler 


USAF Supply Control 
Upjohn's New Factory Offices 


Wage Controls Affect Office Workers, How, Robley D. Stevens 


Waets Ate U0 MV 5565 5 ee eee 


PEAS LAMM wee dice dank boo Pe eas Sept., 
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ACCOUNTING MACHINES 
Underwood Corp. 


ACCOUNTING MACHINE PARTS ‘ 
VOR: SOOUON G06. 5 sivaicens cecveaewasaye% July, 


ADDING MACHINES 
ABC Business Machine Co 


Lightning Adding Machine Co, .......... Nov., Il 


ADDRESSING MACHINES 
Addressograph-Multigraph Corp. 
Address Mail Fast Systems, Inc, 
American Photo Laboratories 
Adrema Maschinenbau 

Dashew Business Machines, Inc. 
Master Addresser Co 

N. V. Procento 

Weber Addressing Machine Co. 


APTITUDE TESTS 
Martin Publishing Co. oo. cicci cscs cece’ Sept., 


BINDERS, LOOSE LEAF 


Buchan Loose Leaf Records Co , 
Cs, E,  SOMOEE MOMS 35 be wide ca caeveesee Dec., 


BINDING, PLASTIC 


General Binding Corp. 
Tauber Plastics, Inc. ........... Aug., 75; 


Aug., 
Nov., 
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CALCULATORS 


Math. Bauerle G.m.b.H. ...............5. Dec., 126 
Plus Computing Machines, Inc. ........... Dec., 112 


CALENDAR, DESK 
Schedule-A-Date Calendar Co. ........... Dec., 119 


CARBON PAPER 


Allen & Co. Aug., 73 
Columbia Ribbon & Carbon Mfg. Co. ....Nov., 117 
McGregor & Werner, Inc. ............... Sept., 139 


CASH REGISTERS 


R. C. Allen Business Machines, Inc 
Remington Rand Inc. 


CHECKWRITERS 


Safeguard Corp. Sept., 173 
pS” BY RE RAR eee pe ery: Aug., 86; Sept., 150 


COIN MACHINES 
Metal Products Engineering, Inc. ........ Nov., 128 


COLLATORS 


Thomas Mechanical Collator 
a, 3c ina kode ca vitagtecea tes July, 80; Aug., 73 
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CONTROL BOARDS 


Graphic Systems 
Visi-Trol orp. 


COPYHOLDERS 
CNN, MS ons sinhcak Cain scien ovis July, 


DICTATING MACHINES 

Dictaphone Corp. 

Thomas A. Edison, 

Mackay Co. Dec 
Magnetic Recording Industries. July, 106; Oct. 
Pentron Corp. 


DRAFTING EQUIPMENT 
NN ae rs weed hvecshaiwtaied Oct., 
Stacor Equipment Corp. ................. Aug., 


DUPLICATOR, HEAT 
Minnesota Mining & Mfg. Co. ........... 


DUPLICATORS, OFFSET 
Davidson Corp. 


DUPLICATORS, SPIRIT 


RY NIT MOO. oni. receccscccsss Oct., 
Standard Duplicating Machines Corp.....Sept., 


DUPLICATORS, STENCIL 

Heyer Corp. 

co RRR ES Aug., 

Rex- i Distributing 
; July, 88; Nov., 137; Dec., 


DUPLICATING ACCESSORIES, SUPPLIES 
Chart-Pak, Inc. 

Diebold, 

Ditto, Inc. 

Fototype, 

Milo Harding Co. 

Heyer Corp. 

Michael Lith Co. 

Minnesota Mining & Mfg. Co. 
Multi-Ad Services, Inc. . 
National Blank Book Co. 
Polychrome Corp. 


FILES 

Art. Steel Sales Corp. 

Asco International, " 
EEE: Re I ee me Nov., 
Cole Steel Equipmen SEES OSES. . Nov., 
Convoy, Inc. ; 
Diebold, ee ee Ni vipa koa oh 6 oun Cacia ine Dec., 
Hamilton Metal oe eee: Nov.. 
RN OMNI NGO. 05 csc cee veins ecgises sat Oct., 
Posting peel ys ¢ SRS ewe yaad! July, 
Vanguard eS er. OB, Sack Nov., 
Meat meh Inc. Dec 

PE SEMEN, sos \nascerc's'sh a 0'as <u July, 81; t.. 
Wheeldex New York Co. “ Sept. 


FILING SUPPLIES 


Cel-U-Dex Corp. 
Smead Mfg. Co. 
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FOLDING MACHINES 


ie ee a eed suse ee eese Sept., 
Imex Sales Organization Oct. 


FORMS DESIGN 
Menneth Paar Te. oo. oss cicasasveccaceccs Nov., 


FORMS IMPRINTER-BURSTER 
Standard Register Co. .........-.-0..e0ee- Dec., 


FORMS PRINTING 
Consolidated Business Systems, Inc 
Hygrade Printing & Stationery Co. 


FORMS, STOCK 

Cel-U-Dex Corp. 

Dome Publishing Co. 
Horder's Inc. 

Lang Equipment Sales Co. ... 
H. K. Simon C 

Varco, Inc. 


FURNITURE 


Boo. ©. Fon B Ca. since ..sccesessccsvease Sept., 
Globo-Woernlcke Go. 2.160. is cise cee sec cae July, 
Maso Steel Products 

Herman Miller Furniture Co. 

Rockwell-Barnes 

Shaw-Walker 

Vanpe, Inc. 


HEATING, VENTILATING 


I ME eo 2k an ls leek vaieced Oct., 
Burgess-Mannina Co. 
. B. Connor Engineering Corp. 
General Air Conditioning Corp. 
U.S. Air Conditioning Corp. 


INKED RIBBONS 


Columbia Ribbon & Carbon Mfa. Co... 
International Business Machines Corp..... 
Remington Rand Inc. 


INK REMOVER 
Gregory Fount-O-Ink Co. 


INSECT REPELLENT 
Columbia Chemical Co. 


INTERCOMS 
Executone, Inc 
Wheeler Insulated Wire Co. 


LAYOUT PLANNING 
Visual Planning Equipment Co. Sept. 17 


LETTERHEAD DESIGN 


Dewberry Engraving Co. 104 
ONENE WRT SOBs. cece isawsedscontewiscss Dec., 106 
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MAIL SCALES 


sBorg-Erickson Corp. scabs a's tka Rataies Sept., 


MAINTENANCE 
Lincoin-Schlueter Floor Machine Co 


MICROFILM EQUIPMENT 


Remington Rand Inc. ........- Sept., 162; Oct., 


MOISTENERS 


es CP Ge eis cies are hogar Oct., 


NAME PLATES, SIGNS 


Metalcraft, Inc. 
Showcard Machine Co: 


PAPER BOXES 
Quik-Pak Products 


PAPER PUNCH 
Stationers Supply Corp. 


PAPER SHREDDER 


PAPER STOCK 
Millers Falls Paper Co. 
ee ta OO er Cres nares Sept., 


PAPER TOWELS 
West Disinfecting Co. 


PARTITONS 
E. F. Hauserman Co, 


PAYROLL BOARD 
Payroll Tax Service 


PENS 
Fisher Pen C Aug» 80; or 
Sengbusch Self- Closing Inkstand Co July, 


PHOTOCOPY MACHINES 
Charles Bruning Co. ........... Sept., 142; Dec., 124 
Ozalid Div., General Aniline & 

Film Corp. We 
Remington Rand Inc, .......... Oct., 138; Dec., 115 


POSTURE CHAIRS 

Ajusto Equipment Co. ... 
Hamilton Mfg. Corp. . 

Maso Steel Products 
Milwaukee Metal Furniture Co. 


PRE-CALCULATED TABLES 


Delbridge Calculating 
DPE, TEGe ov ca te ceescbeades Aug., 84; Dec., 
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RUBBER BANDS 


Pipebe. Rate: Gee... . ks eck os Nov., 


SAFES 


Mosler Safe Co. 
Schwab Safe Co. 


Nov., 118; Dec., 


STAMP PADS 


EID RE ee Rape rene oy Sept., 
Superior Marking Equipment Co. ........ Aug.. 


STAPLERS 


Oe, Pema CO 3). iN vac cticcanccncdage Sept., 


TABULATING EQUIPMENT 


Carbon Feedmaster Co. .............5... Sept., 
International Business Machines Corp.....Oct., 
Powers-Samas Accounting Machines Ltd. ‘Sept.. 
Remington Rand Inc. 


TELEPHONE ACCESSORIES 


Huff Sales Co. Dec., 127 
Hush-A-Phone Corp. .......... July, 100; Sept. 169 


TIME RECORDERS 


Ajax Time Stamp Co......... 
Wm. A. Force & Co. 


Sept., 171; 


TYPEWRITERS, PORTABLE 
Peilierd Products, fre. 0552.06. cc ces sees Aug., 


TYPEWRITER, WIRE-MARKING 
Ralph C. Coxhead Corp. ................ Oct., 


TYPEWRITER PARTS, SUPPLIES 


NE te Ws Stiinid caac de ibet se vigecas se aves Aug., 
Brushmakers, Inc. 

Wilhelm Dreusicke & Co. .. 

Gits Molding Corp. 

McMahan Bros. Desk Co. . 

Remington Rand, Inc. 

Royal Typewriter Co. dices 
I GANS Goss ck hewe dds eR Aug., 


VISUAL AIDS 
Magnetic Merchandising, Inc. 


WOOD FINISH 
Minnesota Platon Corp. 


This volume index is published in June 
and December for the convenience of read- 
ers who keep their issues of THE OFFICE 
in handy, attractive binders. Each binder 
holds 6 copies. Two binders (not sold 
singly) are $3 postpaid in U. S. Order from 
Office Publications Co., 270 Madison Ave., 
New York 16, N. Y. 














Acco Products, Inc. Gavrin Press, Inc., 
Accounting Machine Export Corp. 150 General Bindin 
Acme Adding Machine Service & Sales Corp. Gibian, Richar 
Agee Machine Co. 9%  Gieseler, 
Ajax Time igned Co. Gilbert Paper Co, 
Allen & Co. 98 Gray Mfg. 
Allen Co., S. bSva Scmioiel 
Allen Business jE Inc., =< ; 
Allied Carbon & Ribbon Mfg. Corp. 40 Hamilton Mfg. Corp 
Amberg File & Index Co. . Hamann Calculating | Machine Co. 
American Carbon Paper Corp. Hammermill Paper Co. 
American Carbon Paper Mfg. Co. Heyer Corp. 
American Lithofold Corp. Hush-A- onl 
Ames Supply Co. Hygrade Printing F Stationery Co. 
Asco International, 
Atlas Stencil Files Co. 


Autocopy, Inc. ; — 
Autopoint Co. Imex Sales Organization 


Imperial Desk Co. 

India 

a —— * - 6 
Bankers Box Co. . nter-Continental Tra ng Corp. 

International Cash Register Parts Co. 
Suen wg Machine Division International Office Appliances, Inc. 


Boorum & Pease Co. 
Burroughs Adding Machine Co. 
Karl Mt 
Kello 
Kline 
Calculator Equipment Corp. Kohlihaas " 
Chart-Pak, Inc. 
Clar-O-Type Co. 
Coto Mie. — i. Lanston Monotype Machine Co. 
Columbia Chemical Co. 
Columbia Ribbon & Carbon Mfg. “Co. - 
Commercial Controls Corp. Mailers agtomest Co. 
Consolidated Business Systems, Inc. Manifold Supplies Co. 
Convoy, inc. Marchant Calculating Machine Co. 
Copy Right Mfg. Corp. ; Maso Steel Products 
Coxhead Corp., Ralph C. re ea Co. 
Cramer Posture Chair Co. .... Mc or & Werner i 
Meilink” Steel Safe 
Minnesota Mining & Mig. Co. 
Mittag & Volger, Inc. 
Dankers, J. A. Heinrich Monarch Metal Products, Inc, 
Dehn, Jr., |. A. Morris Co., 
Denominator Co. . 29 Mosler Safe Co. 
Dewberry a tea Co. 
Co., A. B. 
saeanes Corp. é National Cash Register Co. 
Ditto, Inc. ........ Pie RE Tae RRL + nana 3 oe erst 4 = 
; ew England Paper Punc o. 
Dome Publishi ng Co. t2 Norta Distributing Co. 





Esleeck Mfg. Co. 
Evans Specialty Co. Odhner Sales, Inc. 
E-2 Sort Systems Ltd. Office Products, Inc. 
Olid Town Corp. 
Se ye of aaa 
: a . utloo nvelope Co 
Fabbrica Addizionatrice Italiana ouront Filing Supply C 
Faber-Castell Pencil Co. A. W. Ozalid, Diviston of Sane Aniline & 
Faber Pencil Co., Eberhard 5 ae Film’ Corp. 
Facit, Inc. 
Federal Business Products, Inc. 
Federal Cash Register Co. 
Ferris Business Equipment, ; Palley Mfg. 
Force & Co., Wm. A. Paraliner 
Fox & Co., Geo. E. 
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Phillips Process Co. Staplex Co. 
Print-O-Matic Co. 36 =Storms Co., H. 
Pronto File Corp. Strohmeyer & Ar 
Sturgis Posture hair Co. 
Swift Business Machines Corp. 


Queen Ribbon & Carbon Co. 


et iy sr . Co. 

Rapid Roller Co. auber Plastics, Inc. 

Regal Typewriter Co. 154 Technygraph Co. 

Reve ton Rand Inc. (Business Machines & Thomas Collators 

caltgiee fesl 3 Tibuler Spectaliy Mfg. 

on Rand Inc. (Management Typewriter Sundries Co., 

Replica Products Corp. 

Rex-Rot 

Ritchie 

Roberts Peay Co., Weldon Varco, 

Robotyper Corp, ] Underwood Corp. 

Rockwell-Barnes Co. 

Royal Typewriter Co. 


Vanguard E 

Vari-Typer, 
Safeguard Corp. Victor Adding * Machine Co. 
Security Steel Equipment Corp. Mapes Inc, é 
Select-O-Phone Division Ma ge 5 ne gy ~ 
Shaw-Walker on hea en & Co. 
Sheppard Co., C. Hie Vue-Fax Corp. 
Sheppard Envelope > << 
Shipman-Ward Mfg. Co. 
Shredmaster Corp. 





Wassel Qrenseaien 
Weston Co., Byr 
Wheeler Swntated "Wire Co. 


Co. 
» Charkes Cc. 
Corona Typewriters, Inc. 
Speed-O-Print Corp. Yawman & Erbe Mfg. Co. .... 


be leet el ele a eh keh hhh hh hehehehe ehhh tele hehehe en ente trientine | 


HAVE YOU CHANGED YOUR ADDRESS? 


To be sure you receive every issue of THE OFFICE, please fill out and 
return this coupon to The Office Magazine, 270 Madison Ave., New 
York 16, N. Y, 


Position 


Company 


FORMER ADDRESS: CORRECT ADDRESS: 
Street 


Zone Zone 


(Please use for address change only—not for new subscription.) 
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Record Keeping 


ILING is literally record keep- 
ing. The most comprehensive 
records are of no value—and 

all the time, effort and money 
spent on their production is wasted 
—if the desired record cannot be 
immediately located when it is need- 
ed. Records improperly filed might 
just as well never have been pro- 
duced because, to be of any value, 
they must be produced again. Even 
the re-doing of a lost record depends 
on good filing since the elements 
from which the original record was 
made must be located. Efficient fil- 
ing can save money in every office. 
Before buying office machinery for 
the production of records, the office 
manager generally sees a demonstra- 
tion of the machines available for 
his purpose. He studies the ma- 
chine’s performance, determines 
how it will be operated in his office, 
and by whom, and designs the sys- 
tem which will best utilize the ma- 
chine’s products. How often is such 
thought given to the purchase of a 
file? Everyone ean recall an instance 
when some new form was designed 
and the supplier told to ‘‘Send over 
a file,’’ to house it. Another file like 
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it was bought later and, as the ap- 
propriateness of the new form was 
proved and its use spread through- 
out the company, many more files 
like the prototype, bought on the 
spur of the moment, soon filled. a 
large area. Then, and only then, it 
was realized that a different type of 
file would have been better suited to 
house this particular form. If only 
someone had given the matter a little 
more thought in the first place, in- 
stead of just ordering ‘‘a file.’’ 
Buying a file means installing a 
system! The simplest, most inex- 
pensive file requires a certain, defi- 
nite procedure for its use in a spe- 
cific office. Otherwise it would be 
more logical to spend the money for 
a battery of nicely finished waste 
eans. Records are only paper and 


paper lost in files has less value than 
the paper taken from wastebaskets 


for sale to a scrap dealer. 

This is a good month to review 
your filing systems. Has the filing 
department the intelligent and ex- 
perienced supervision that such an 
important department deserves? Are 
file personnel thoroughly trained? 
(What good is all the sales training 
if customers are lost through posting 
errors caused by slipshod filing?) Is 
the filing system, including its 
equipment and location, the best 
available for its purpose? Find out, 
Call in representatives from the 
various file manufacturers. Listen to 
their expert advice, read their litera- 
ture thoroughly and visit other of- 
fices using their systems. Remember, 
no office can ever be more efficient 
than its filing systems. 


Tue Orrice—December,, 1951 
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